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Module 1: Introduction

Module Objectives
At the end of this module participants will be able to:

v List the course objectives
v Describe MCtime workflow
v Describe MCtime terminology
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Course Overview

Welcome to MCtime for Managers! This course provides the tools
needed to learn concepts and procedures involved in using MCtime,
Montgomery County’s new electronic timecard system used to track
employee time.

About This Course

This course combines lecture, demonstration and hands-on practice
exercises. This approach provides participants with a well-rounded
foundation in the day-to-day activities required to accurately track
employee’s time and attendance.

This training focuses on the participant’s ability to perform specific
objectives by the end of the class. The class is designed so that the
instructor can assist in successfully completing these objectives.
During this class, participants learn about various components of the
MCtime system, and then practice learned skills using hands-on
exercises. There are additional exercises to work on independently
throughout the class to reinforce skills. If there are any questions
during the class, ask the instructor for assistance.

Disclaimer
This Training Document Does Not Constitute or
Change Any Express or Implied Contract

The following training material provides general guidance for employees concerning
the County’s electronic timecard system. It is not intended to change or otherwise
modify any law, rule, regulation or bargaining agreement that may impact the
subject matter contained in this document. If there is an inconsistency, the law, rule,
regulation or bargaining agreement will prevail.
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Ilcons

The following table describes the icons that are used throughout this

course.
Icon Description
ﬂ Warning for potential problems
e Focus on a term or topic
& Introduction of a Business Process
@ Real-World example

Course Objectives

At the end of this course participants will be able to . . .

Describe MCtime functionality.

Define and be comfortable with MCtime terminology.
Navigate throughout the system.

Interpret employees’ information using MCtime Genies™.
Use the MCtime online Help application.

Maintain employees’ schedules.

Use the features of the timecard.

Perform timecard approvals.

Access and print reports.

LCoNoORWNE

Prerequisites

Familiarity with Microsoft Windows® and Internet Explorer®.
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Workforce Timekeeper

Workforce Timekeeper, version 5.2, is the software application used
to track an employee's time information. This system is known as
MCtime. MCtime is customized to apply Montgomery County's
specific pay policies.

MCtime has the following capabilities:

e Collect and track hours worked

e Pre-populate employee schedules

e Record all leave types

e Assign times to index codes, project codes, grant details, and
activity codes

o Create system generated reports

e Automatically calculate overtime and compensatory leave

MCtime Benefits

MCtime offers a multitude of benefits compared to a paper timecard.
This paperless, web-based application allows easy navigation and fast
feedback related to scheduling, time and attendance information.

MCtime benefits include:

No need for paper

Easy workflow for submitting and approving time

Accurate recording of total hours

Pre-populated schedules for normal working time including

compressed schedules for full-time employees

Easy access to leave balances

e Simple access for supervisors to review, edit and approve
timecards

e Automated payment of multilingual pay differentials

Confidentiality

Industry level security protocols are in place to assure no unauthorized
access to personal information. Access to information will be “on a
need to know” basis as defined by Montgomery County Personnel
Regulation, Section 4-6, Access to employee records.
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The Payroll Process

MCtime is an important part of Montgomery County’s payroll
process. It collects employees’ hours and applies Montgomery
County’s pay policies to total and process the hours. This data may be
used to generate reports and is transmitted to the HRMS/payroll
system at the end of each pay period.

MCtime HRMS/payroll

1) Employee enters time and approves.

2) Supervisor approves.

3) Payroll approves.

4) MCtime interfaces with HRMS/payroll.
5) Employee receives paycheck.

]} Business Process
Human resources data is used to populate
employee timesheets. Timesheets are not
available for new hires on their first work day, but
should be available prior to the end of their first
pay period.
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Capturing Time

Employees are assigned a timecard in MCtime. This timecard tracks
durations; in other words, the number of hours the employee works on
any given day.

Work schedules are maintained in MCtime for all regular full-time
and part-time employees and are based upon the total number of hours
the employee is scheduled to work each day, i.e. 8 hours, 10 hours.
The scheduled hours are automatically populated on the timecard each
pay period. Employees modify timecards only if changes are
necessary, i.e. leave taken or additional hours are worked.

It is imperative that all employee schedules be maintained accurately
as this is the basis for overtime and holiday leave calculations.

No work schedules are maintained in MCtime for temporary full-time
or temporary part-time employees; therefore, temporary employees
will not have scheduled hours automatically populated on their
timecard. Actual hours worked must be entered daily.

A department supervisor, administrator or timekeeper will be
responsible for entering or editing hours worked for all department
employees that do not have access to a County computer or are unable
to complete and approve their timecard.

All supervisors are responsible for the review and approval of
employee timecards each pay period. Supervisors can also edit an
employee’s timecard.

Business Process
Employees and supervisors are strongly encouraged to
review and edit their own timecards on a daily basis.
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%, Business Process
If a supervisor and/or administrator changes an
employee’s timecard after the employee has applied
their approval, an automatic email notification is
sent to the employee and a notation is made in the
audit trail within the employee timecard.

Managerial Access in MCtime (Who is a Manager?)

Within the MCtime application, a Manager is defined as someone that
needs the ability to view, edit and/or approve employee timecards. As
a manager, your direct reports are identified within the Position
Control System (PCS) that is currently maintained by the Office of
Human Resources. You will have the ability to view, edit and
approve timecards of all positions maintained in PCS that reflect your
position number within the “reports to” field. If you do not have
access to the timecards for all of your direct reports, contact your
department/division ASC or other HR administrator to update these
reporting relationships within PCS. You should also contact your
department/division ASC or other HR administrator if you have
access to timecards for employees that do not report directly to you or
for whom special access has not been granted.

With department director approval, administrative staff (i.e. ASCs)
may be given special access to view, enter and/or edit employee
timecards, manage employee schedules, run reports, etc.
Administrative staff will view timecards in the same manner as a
manager and will use a Manager license within MCtime even though
no direct reporting relationships exist with the employees.
Administrative access to employee timecards may be requested by
submitting a Special MCtime Access Request form that is available on
the MCtime website.

How People are Defined

The People Record contains information specific to each employee.
This information includes the employee’s name, employee 1D number,
primary labor account and pay rule.
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The following table defines some components of the People Record.

Term Description

The name of the employee entered in the People

Employee Record as maintained by the Office of Human
Name

Resources.

Used by the software to identify employees,

organize reports and track employees’ hours. A
Employee ID ? | ber i df h
Number unique employee ID number is created for eac

employee. Social Security numbers are not used
as the employee ID.

.y Labor account to which an employee is assigned
Primary to track hours for accounting purposes. The labor
Labor Account | 5ecount also identifies the employee’s
department, division and manager. The Primary
Labor Account contains the Home Index Code.

Pay rules define how employees are paid for
overtime and holiday pay and work in conjunction
with the employee’s work schedule. MCtime
uses pay rules to calculate employee’s hours and
assign them to appropriate pay codes for payroll
purposes.

*Pay Rule

(*Explained in greater detail later in this module)
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Labor Tracking

Labor tracking is a MCtime feature that allows Montgomery County
to define where employees’ hours accumulate. Employees can change
index codes, project codes, activity codes and grant details to allocate
costs accurately.

Labor accounts are used in MCtime to group and organize employee
hours information for accounting purposes.

Labor accounts are made up of three main components. All three
components work together to track where employees’ hours are

allocated.
1. Labor levels — A category that defines Montgomery County’s
cost centers and accounting structure.
2. Labor level entries — Entries under each labor level that
provide a numeric code and description.
3. Labor accounts —A combination of one labor entry from each
labor level.

This is a list of Montgomery County’s labor levels:

Department

Division

Manager

Index Code/Activity Code
Project Code/Project Code Detail
Grant Year

Reserved for future use

NoogkrwhE

This is a list of the County’s labor levels with entries for each level:

1. Department 64

2. Division 6460

3. Manager 00534, Manager’s Name
4. Index Code/Activity Code 6460225B1

5. Project Code/Project Code Detail ~ SH3717

6. Grant Year 06

7. Reserved for future use None
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In MCtime a complete labor account displays as:
64/6460/00534/6460225B1/SH3717/06/-

Normally project codes and grant codes are not both associated with
the same Primary Labor Account.

Pay Rules

All employees are assigned to a pay rule. Pay rules define how
employees are paid for overtime and holiday pay purposes and work
in conjunction with the employee’s work schedule. The pay rules are
based upon the County’s compensation policies as defined in the
Montgomery County Personnel Regulations and the County’s various
collective bargaining unit agreements currently in place. MCtime uses
pay rules to calculate employee’s hours and assign them to appropriate
pay codes for payroll purposes.

Real-World Example

@ Full-time Bus Operators in the Transit Services
division earn paid overtime for all hours worked
over 40 in a week. Department Directors are not
entitled to compensation for any hours worked in
excess of 80 in a pay period. As a result, the pay
rule assigned to Department Directors is different
from the pay rule assigned to a Bus Operator.

Schedules

Employee work schedules are maintained in MCtime and play an
important role in determining when an employee is eligible to earn
overtime, compensatory leave, holiday leave and holiday premium
pay. Work schedules must be maintained for all employees except for
Temporary and Seasonal employees. Schedules will be explained in
more detail in a later module.
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Pay Codes

Pay codes hold the hours accumulated by employees throughout the
pay period. They can be visualized as “buckets” containing different
types of hours. As an employee works, hours are placed into pay code
“buckets” as determined by the employee’s pay rule.

Business Process
Examples of some Montgomery County pay
codes are:

e Regular

e Sick Leave

e Holiday Leave

e Annual Leave

e Personal Days
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Real-world Example

An employee works a total of 44 hours for the
week. According to the employee’s pay rule, the
hours breakout into 40 hours of Regular and 4
hours of Overtime.

Employee enters 44 hours
into MCtime

MCtime distributes hours
according to the employee’s pay rule

Regular Overtime
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Skill Drill

Below are some questions to reinforce the information presented in
Module 1. This book and the MCtime application may be used to
complete the questions. The instructor will discuss the answers upon

completion.

1. True or False. Any action saved to an employee timecard is
maintained in an audit trail tab within the application.

2. True or False. It is necessary to maintain accurate part-time
employee schedules.

3. True or False. MCtime uses pay rules to calculate employee’s
hours and assign them to appropriate pay codes for payroll
purposes.

4. Name three of the six labor levels:

1.
2.
3.
5. When is a timecard for a new hire available:

A. The same day that they are hired.
B. Before the end of the employee’s first pay period.
C. Within 30 days.
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Module Objectives
At the end of this module participants will be able to:

Log on to MCtime
Describe the components of the MCtime screen
Access Help

Log off MCtime
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Log On to MCtime

MCtime is a web-based application available via the internet or the
intranet.

To access MCtime via the internet, go to the County ePortal webpage
at www.montgomerycountymd.gov/eportal and enter your County
network id and password. You will be directed to the eportal page
where you may select the MCtime - Manager/Employee Access link
to access the application.

To access MCtime via the County intranet, select the eportal link that
appears on the left navigation bar on the County intranet home page at
http://portal. mcgov.org.

& Warning
MCtime functions best when accessed with
Internet Explorer 5.5 or higher.

From the eportal page, enter your County Network Username and
Password and click the Login button.
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& Warning
Passwords are case sensitive.

!} Business Process
In MCtime the Username/Password is your
County Network ID and password. The User
Name and Password continue to follow the
existing security process.

For log on issues users should contact the
Montgomery County Help Desk at 240-777-2828.

Changing the Password

Passwords cannot be changed within MCtime. Password reset follows
existing Montgomery County procedures for Network password resets.

The ePortal Page

Page 2-4
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Most managers will be able to access the MCtime application via the
internet from a non-County computer (i.e. home computer); however, a
java applet related problem may occasionally prevent the application
from loading. If this occurs, the MCtime — Manager Access — HTML
Alternative link may be used by managers to access MCtime.

COUNTY marviane Monday, March 10, 2008

‘.-.|r_|r|'f
_.—‘.'.r"\--_ 5'..
= @9 2 Welcome CAROLYN FROST Log OFF

MCG MCtime

MCtime - ManagerlEmployee Access

Employees should approve timecards by the close of business on the last
@ dey worked in the current pay perod. Managers should approve employae

timecards no later than noon on Tuesday following the close of the pay

period

Managers should use this link to access MCtme if you are unable to

@ MCtime - Manager Access - HTML Alternative
access MCtime using the link above due to a Java applet emor
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The MCtime Screen

There are three major components of MCtime: the navigation bar,
header and workspace.

Log OfF

Change Passward

My Genies™

Timecard Approvals
Check Overtime
People Attributes ||

Leave Balances

Can Mgnagee, Jane B
Leave Used , P Frost, Cassbm T F on
Peopls Profile wlwen, Fintoris RN F B L. HD
Frost, Caesim AN F E0
QuickFind Frost, Caesim RHF L L on
Pary Rule Mllgﬂrﬂ. Jacons, Andnew TH L on
+ Schaduling | Jacota, Anarew RN F 2 B wo
arages Jane N F L B B0
Reports h dacobs, Snvivew AN F 43 T T
+ My Information | i Frost, Canin RN F L] B 800
Help | , T Frost, Carshm ] F 1 Bag B0
Frost, Cansin N F L 1] L L L]
...... Incrbe Anrms BN F A an

The navigation bar displays a list of features and links. Clicking the
text accesses a desired link. Click the Minimize icon to minimize the
navigation bar. To maximize the navigation bar, click the Maximize
icon.

The header is the area located at the top portion of the screen
underneath the Web browser menus and icons. It is covered in more
detail in this module.

The workspace is the middle portion of the screen. The contents of
the workspace change based on what area of the application the user is
accessing.
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Expanding the Navigation Bar Categories

The navigation bar is displayed as a “tree” structure with collapsible
and expandable branches. Click the + symbol to expand the category.
Click the — symbol to collapse the category.

4
L

Log Off

Change Password

~ My Genies®
Pay Period Close N
Timecard Approvals
Check Overtime
People Attributes
Leave Balances > Category
Leave Used expanded
People Profile
QuickFind

Pay Rule Assignment S
+ Scheduling
Reports

Category
collapsed

+ My Information
Help

My Genies contains a list of available genies. Genies and other
categories in the navigation bar are covered in greater detail later in
this course.
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Help Link

The MCtime Help link is located at the bottom of the navigation bar.

Click the Help link to access a site map of Help topics for the entire
MCtime system.

Change Password

+ My Genies®
+ Scheduling
Reports
+ M Infarmation
“ Help

Select the appropriate topic by clicking a hyperlink.

[FR Tl Jodex| Search |LIL]

Warkforce Central{R)

# workforce Scheduler help
# workforce Timekesper manuals

# workforce Timekeeper help K .
< # Transaction Assistant help ‘KRONCE

Werkloren Cantral () Suste
Hroncs ncorporatad or & ralatad conpany.
eererbiorgs com

Help text is not specific to Montgomery County but standard to the
Kronos application.
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Header

The MCtime header is made up of four separate components, the
Show field, Time Period field, Menus and Launch Buttons.

Show

Pay Period Close
Last Refreshed: 304PM

Shaw; All Home hd Timecard Schedula People Reports @

O B @ @

LT L Frevious Pay Period Bl (Ferresn)

Menus Time period field Launch buttons

Actions  Approvals

Show

Determines which people records appear. By default All Home
displays. All Home finds people who are active employees as of
today.

Time Period
The time period determines what timeframe is displayed. Some

options are Previous Pay Period, Next Pay Period, Current
Schedule Period and Range of Dates.

Focus
The Refresh button seen in the header is covered
in a later module of the course.
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Menus

The MCtime menu displays across the bottom of the header.
Functions can be performed within the system by using menu options.
These include Select All and Print. Menus change depending upon
the component used in the workspace.

Drop-down menu

Actions  Amount  Accruals | Approvals  Person

Approve
Hame 1

RemuvelAppruval

Action
To access a particular drop-down menu, click the menu title. The
drop-down menu actions display. Click one of the actions that appear
directly below.
Launch Buttons
The launch buttons are used to open specific applications in the

software.

T||T||-l|ar|j |'||-l|jIJ||-l FHIIFIII-I HFIIIl'L

O ® & ®

Each launch button is described in the table below:

Launch Button Description
Timecard Launches Timecard application
Schedule Launches Schedule application
People Launches the People Editor application
Reports Launches the Reports application
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Help Icon

The Help icon is located at the top, right portion of the header. Click
the Help icon to view information specific to the function currently in
use.

Real-world Example

@ If the user has a timecard open in the workspace
and clicks the Help icon, Help displays
information relevant to the timecard. There is no
need for the user to navigate through the help
system in search of the desired information.

8

Once the Help screen displays, click on any hyperlink to access
additional help information.

Index | Search Workforce Central{R)

Detail Genie =

# workforce Timekeeper help

# Transaction Assistant help The Detail Genie, also known as Workforce Genie Detail, displays a header area and a table of

. infarmation in the workspace showing time and labor details about selected people. Each row in the
ﬂ Workforce Schedule Editor he“: workspace corresponds to an individual persan.
# Workforce Timekeeper manuals

A Detail Genie includes the following (click an underlined itern for more infarmation):
®  HyperFind guery (Show)—Determines which people records appear.

® Time period—=Selected time period of the information to appear.

®  Column set—Specific columns of information that will appear in the warkspace. An administrator
can configure the number of columns and their content

Mote: The employee |abor account that appears in a Genie column is the labor account in effect

at the heginning of the time period selected. —

Using the Detail Genie

In addition to viewing the infarmation presented, you can select a set of people and perfarm a group edit
or use the launch buttons to navigate to a different function while carrying over the people set and time
period ofthe Genie. The group editmenus and launch buttons that appear depend on which Genie you
are currently using and your configuration.

J | _’I Nankle-clickinn nn a nersnn in the warksnarce lannches the Timerard sditnre farths salacted nersnn LI
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Logging Off

To log off MCtime, click the Log Off link that is located at the top of
the navigation bar.

Change Password

The “You have logged out...” screen displays and subsequently
redirects you to the County website home page. As a best practice,
use File > Exit to close the browser.

A

You have logged out of Workforce Central

You will be automatically redirected to the county website.,

If you are not redirected, click Go To County Website.

& Warning
Using the Log Off link is the correct method of

] logging off MCtime. Logging off incorrectly
maintains the network connection to the database
and could allow another user to access your
timecard information.
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Application or Session Timeout

Montgomery County utilizes application and/or session timeouts
according to current security policies. This functionality is designed
to protect sensitive information contained within County applications.
Timeout policies are evaluated intermittently. Remember to save your
data periodically as you work (covered in Module 3 My Timecard).
When the MCtime session times out, the user is redirected back to the
Montgomery County homepage.
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Skill Drill

Below are some questions to reinforce the information presented in
Module 2. This book and the MCtime application may be used to
complete the questions. The instructor will discuss the answers upon
completion.

1.

True or False. Accessing the live system is via a link on the
Montgomery County Intranet.

True or False. MCtime online Help is available to all users.

True or False. You should not use the X to log off the MCtime
system.

Name the two pieces of information a user provides to log on
to the system.

1.
2.

Name the three components that make up the MCtime screen:
1.
2.
3.

List the four items found within the header:
1.

2.
3.
4

Name the preferred browser for launching MCtime.
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Module Objectives
At the end of this module participants will be able to:

Access My Timecard
Identify the components of the timecard workspac
Add and delete hours worked

Transfer time to a different labor account
Add a pay code amount

Approve My Timecard

€ £ K K K K
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My Timecard

An employee’s timecard, the electronic equivalent of a paper
timesheet, contains information specific to an employee’s worked and
non-worked time. The timecard contains duration amounts for each
workday. A duration amount is the number of hours an employee
works or the amount of leave taken. The timecard also contains pay
code and labor account information.

Regular full-time and part-time employees’ duration amounts are
automatically populated in the timecard. The amount is derived from
their schedules. In most cases regular employees only review, edit
and approve their timecard. Temporary employees manually enter
and approve their time.

Montgomery County has replaced a paper-based system with a web-
based system, but the role of the manager has not changed. Managers
and administrators still review, edit and approve all employee
timecards. Reviewing, editing and approving are now performed
electronically. Once a manager approves the time, information is
released to payroll.

Typical timecard tasks include:
e Entering time
Editing time
Transferring time (changing index codes and project codes)
Viewing totals and gross earnings
Checking leave balances under the Accruals tab
Approving time (signing timesheet)
Printing the timecard
Running timecard reports
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Accessing My Timecard

From the navigation bar click the My Information link. The My
Information link expands. Click the My Timecard link. The
employee’s own timecard displays.

Clicking My Timecard opens an employee’s own timecard where he
or she can enter, edit, or approve their own time.

Log Off

Change Password

- My Genies®
Pay Period Close
Timecard Approvals
Check Overtime
People Attributes
Leave Balances
Leave Used
People Profile
QuickFind
Pay Rule Assignment

+ Scheduling
Reports
= My Information
My Timecard
My Reports
Help

Single-click My Timecard
The manager’s own timecard displays.
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Components of the My Timecard Workspace
The timecard is made up of two main components. The top half of the

workspace consists of timecard information. The bottom half contains
a series of timecard tabs.

Timecard window

My Timecard

LU T R Frost, Carchm

: SRAM
LHSCHEE £ (LTSS Currend Pay Pariod

Save | Actions  Amount  Approvals  Reporis
Wesk starting: Sun 196 !
|| PayCode Teansfor | SunA6  MondAT | TeedA8 | Wed311  Thalme | Pt Se3122 | Totel |
@ [L, | Hows Wor 8. [T 2.0 &0 8.0 0.0
B0 (1] (X B0 8.0 400
Week stariing Sun 123
Pay Costlies Transfer Sun 323 Mon 124 Tuse 128 Wed 376 Tha 327 Fri 328 Sal 3729 Totsl
& | [ | Hours Woe an a0 an B a0 40.0
L1 Bl 8.0 80 2o 40.0
Totals & Sehooule | Accrusls | Awdts
Al — Accrsl Codo  Bal, on Selec.,  Units
z r ANNUAL LEAVE  80.0 Hour
o rLod : s COMPENSATO.. 0.0 Hour
7475401 Q540001 MoneMone- Ragular 600 156 e s %
our
TS 5400 7 53040001 ManeMonet MLZ- Mumll.. 8O0 10400
PERSOMNAL DAY 20 Day
RELIGIOUE LE . 0.0 Hour
BICK LEAVE 400 Hour

Timecard tabs

The Timecard Window

Edits to time and attendance information are performed in the
Timecard window.

Week sfarting: Sun J46

[ Pay Codn Transfor Sun316 | MonIAT | TunlAE | Wed3As  Thudg | Fil® | Ssim Tatal

| @5, | Hours Wor_| | | [T} B0 a0 Tl &0 | 40.0
1 | | | B0 a0 a0 8.0 a0 | 00
Week starting: Sun 323

[ | Paycose Transfor | Sun321 | Mon2@4 | Tue1®5 | Wedd26  Thud2d | FriEl | S Total
|5, | Hours wor L a0 80 ' 20 0.0
[ | | (X} o a0 Y| 5o o
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The table below describes the columns displayed in the Timecard
window. To resize the individual columns click and drag the column
borders.

Column Description

Week Starting | Date that starts the Timecard window grid.

&P Erases entire row of information.

Ly Adds a row for the selected date.

The name of the pay code used in the duration
amounts. Pay codes were formerly called
Earnings Codes or Earn Type. Further
information about pay codes is available in the
Montgomery County Pay Code Reference
Guide found on the MCtime website.

Pay Code

By default, hours are assigned to the
employee’s Home Index Account. If an
employee’s hours are transferred to a labor
account other than the Home Index Account,

Transfer the code displays in this column.

Normally only one Home Index Account is
assigned to an employee. If an employee has
multiple home index codes an administrator
builds these into the schedule.

Number of hours associated with the pay code

Date Cell for the date shown.

The number of hours the employee earned in

Total that row.
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Timecard Indicators and Colors

The appearance of a timecard cell changes to indicate a number of
different conditions. The following table outlines the indicators and
colors that are found in a timecard. Pay special attention to the
presence of a thin horizontal gold bar at the top of the header area.
This gold bar means that changes have been made but not yet saved.

Indicators Description

A red outline around a box is a warning

| that a value may be missing or needs to

be verified.

I: A Dblue outline around a date indicates

non-worked time such as Annual Leave.

A duration amount shown in purple on a

Tue 117 white background indicates the amount
8.00 was automatically populated by the

employee’s schedule and can be edited.

A duration amount shown in purple on a
[Won 1716 | gray background indicates the amount

Mon 1P was automatically populated by the
employee’s schedule and cannot be
edited. This includes holidays and locked
pay period adjustments.

a.00

A gold bar across the top of the

Ii'f:‘j":a": A Timecard window indicates that edits
ast Sawved: Z:25P M

have not been saved to the database.

A red flag in the corner of the Totals tab
reflects that totals need to be recalculated.
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Timecard Tabs

There is a series of tabs that extends across the bottom of the
Timecard workspace. Three tabs are always visible, Totals, Accruals
and Audits.

The Totals Tab

As an employee works, hours are allocated to specific pay codes as
determined by the employee’s assigned pay rule and schedule. The
Totals window displays the total hours for each pay code and worked
account.

The type of totals that display is controlled by clicking the down
arrow in the box above the totals grid and selecting one of the
following:

Daily Total — Calculated total hours of the selected day.

All — Calculated total hours for the pay period selected.

Totals & Schedule | Accruals | Audits

Al -
Account ( Pay Code Amount Wapes

754001 07 54040001 MoneMones- Regular 20.0 2,156.80

TaI75400 0754040001 /MNone/Nonef- MLZ - Multilingual Advanced  80.0 104.00
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The table below describes the columns seen in the Totals window.

Column Description

The total of transactions charged to each labor
account. An (x) before a labor account

Account indicates that the account is not the primary
labor account.

Pay Code The pay code to which the amount is applied.

Amount Total number of hours reported for the pay

code.

The calculation of wages based on the number
Wages of hours worked, pay code multiplier and
employee’s hourly pay rate.

The Accruals Tab
The Accruals tab is located at the bottom of the timecard workspace.

The Accruals tab displays totals for an employee’s accrued time.
MCtime refers to leave balances as accruals.

e

Totals ;mw
Acerual [ Balance on Units | Balance Progroted | Projected [ Projected [ Projected  Balance without [

Coda ‘Sablected Date Thi augh Dabits Credits Balance  Projected Credits
ANHUAL LEAVE EDO Hour 3008 0o oo 80.0 800
COMPEMSATORY LEAVE 00 Hour mm:&x—»—u\ﬂ-@—u—/
FAID TIME OFF oo Hour Irerro0g (111 oo 0.0 oo
FERSOMAL DAY 1 Doay Irerro0g (111 oo 20 20
RELIGIOUS LEAVE oo Hour Jrerrong (111 oo 0o 00
SICK LEAVE 4000 Hour ITerrong oo oo 4000 40,0

Does not apply to
Montgomery County
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Focus

Accruals are leave hours or days that
employees earn or accumulate over time, based
on Montgomery County’s Personnel
Regulations and bargaining unit agreements.

Updates to accruals occur once each pay period
on a pay week Monday for the previous pay
period. For example, the pay period ends
Saturday, March 29. The update occurs
Monday, April 7.

The table below describes the columns found on the Accruals tab.

Column Description

The code that identifies and reflects the
Accrual Code type of accrual balance, such as annual
leave, sick leave or personal days.

A number that represents the balance

Balance as of available, for example, if the employee has
Selected Date 40 hours of annual leave available, this
number is 40.
. The unit associated with an accrual code.
Units

Measured in hours or days.

Furthest Projected

Taking Date Does not apply to Montgomery County.

Projected Takings Does not apply to Montgomery County.
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The table below continues the definitions of the columns seen on the
Accruals tab.

Column Description
Projected Credits Does not apply to Montgomery County.
Projected Balance Does not apply to Montgomery County.

Balance without

Projected Credits Does not apply to Montgomery County.

The Audits Tab

The Audits tab is located at the bottom of the timecard workspace.
The Audits tab lists all edits made to an employee’s timecard.

_p—
Totals | Accrual Audits |

Filter rows by Type: |Specify -

Date | Time | Type |Accoum|Pande| Amoum|WorkRuIe| Querride | Comment | Edit Date | Edit Time User |Data Source

When a user first accesses the Audits tab it appears blank. The user
must specify what type of edits to view by selecting an option from
the Filter rows by Type drop-down list. By selecting an option from
the list, the user can view audits of a specific type of edit, for instance,
added amounts.

Filter rows by Type: |5penify -

Specify =]
Date | Time | All Amoun
Add Duration
Edit Duration
Delete Duration
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Once an option is selected from the Filter rows by Type drop-down
list, the columns in the Audits tab populate with the selected

information.
Warning
g Saving changes to a timecard creates an audit
trail.

The table below defines the columns seen on the Audits tab.

Column Description

Displays the date to which the edit applies.
Date If a date was changed, the old date appears
to the right in square brackets [ ].

Specifies the time to which the edit applies.
Time If a time was changed, the old time appears
to the right in square brackets [ ].

Displays the type of edit performed, such as
Type add amount or edit amount or approval by
manager.

Displays transferred labor accounts only. If
the amount was moved to a different labor

Account . :
account, the previous account appears in
square brackets [ ] next to the new account.
Displays the name of the pay code applied if
the edit was associated with a pay code. If a

Pay Code

pay code was changed, the old pay code
appears to the right in square brackets [ ].
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The table below continues the definitions of the columns seen on the
Audits tab.

Column Description

Displays the number of hours that is applied
to pay rules or to the selected pay code. If an
amount was changed, the old amount
appears to the right in square brackets [ ].

Amount

Displays the work rule that was applied to
the amount. If a work rule edit is applied to
an amount, the old work rule name appears
to the right in square brackets [ ].

Work Rule

Displays the override type to which the

Override
amount was converted.

Comments are used to explain the reason for
automated edits that may occasionally
appear in a timecard. An example of a
comment is “PT Holiday Credit” which is
the pro-rated Holiday Leave benefit for
regular part-time employees.

Comment

Edit Date The date the edit was made.

Displays the time when the edit was made.
The time is based off of the database server
and includes the time zone of the database
server.

Edit Time

Displays the user name of the person who
User Name made the edit. It also displays the server
name and the client machine address.

Displays the source of the entry or edit, for

Datasource example, Timecard or group edits.
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Employee Information

If a manager would like to quickly review his or her own pay rule and
primary labor account assignment, rest the cursor on the name in the
header. A text box of employee information displays.

My Timecard

LEGEE Y S Frost, Carolyn

Losded: S:FAM
LA BRI Currer Frost, Carolm

PayRule: UNRF RgFT ML-AEX G-2 RE
Save | Actions  Amouni  Approwvals  Reporls Primany Account(sk
Wask starting: Sun 318 : BT
Pay Code Transfer Sun IN6| THTSE 040001 Nonehiones
@ |0, | Hours Wor FERM ERVICES/DPE BUILDING CONSTRUCTIONManager, Jana
i 1 - RS inpaction and Plan ReviewmNar

aiMOnES

Daly: 00 Weskly: 0.0 Per Pay Period: 60 0
Yhﬂﬂdlwmml
Pay Codbo Tiranalar Saun 133 Mon 124

Tue 225 Wed 176 Tiwa 327 Fri 228 Sat 1]
@[, | Hours Wor ™ T

o 0 -]
B0 an ED 80 B0

Timecard Menus

The timecard has a series of menus with various options. The options
available on the menu change depending on which application is
being accessed and each user’s access rights. To view what menu
options are available, click the mouse on the appropriate menu.

Within the timecard application the following menu displays. The first
menu option, Save, is an action. When Save is clicked it saves any
changes to the database.

_—

(l Save I)\ctiuns Punch Amount  Accruals  Approvals Reporis

Focus

After editing a timecard, it must be saved by
clicking Save at the top of the workspace. If
the timecard is not saved before moving to
another MCtime task or logging off, the system
prompts, “Would you like to save your
changes?”
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Warning
= Save frequently to avoid data loss.

Actions Menu

The actions menu contains a series of options.

Actions Punch Al

Cancels edits. 1 Calculates edits within

Restores workspace — Refresh the timecard without
to latest saved data. Calculate Totals —y—— saving changes.

. . Print.. Prints the timecard and
Prints the visible Print Screen... 3 active tab at the
workspace. S bottom of workspace.

*® Focus
To cancel edits made to the timecard but not
yet saved, select Actions > Refresh. MCtime
returns information as it appears in the
database. All edits made but not saved are lost.
Focus

' A"

After amounts are edited, a red flag icon
appears in the Totals tab. This flag indicates
the totals displayed are out of sync with the
data displayed in the timecard.

Select Actions > Calculate Totals to
recalculate the timecard so accurate totals and
exceptions appear and the red flag disappears.
Calculating totals does not save the changes to
the database.
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Entering Time in My Timecard

Employees enter the total number of hours they work for each day
along with the labor account and pay code to which the time should be
charged in their own timecard.

For all regular, full-time and part-time employees, hours are
automatically populated from their schedule and by default, are
charged to the primary account. Employees must edit their timecard
when actual hours worked differ from the scheduled hours.

All temporary employees must enter actual hours worked on a daily
basis. Schedules are not maintained in MCtime for temporary
employees; therefore, hours will not automatically populate in the
timecard.

This module focuses solely on the timecard. However, accurate
schedules are an important component of how MCtime displays and
interprets hours information on the timecard. For more information
about schedules see Module 6 Schedules.
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Editing Hours in the Timecard

Editing hours is one of the most common edits made within the
timecard.

Real-World Example

Carolyn Frost reviews her own timecard on a
daily basis. She makes any corrections to the
scheduled hours that populates her timecard. On
Monday in the first week of the Current Pay
Period, Carolyn worked 10 % hours instead of
the 8 hours she was scheduled. She must edit the
time in her timecard since it is not on her
schedule.

If an employee is paid from their schedule, a duration amount is
generated by the system. Any system generated amount displays
purple.

Mon 317 .
8.0

The duration amount must be deleted and a correct amount must be
added.

To delete the amount, click the proper cell and press the delete key on
the keyboard.

Week starting: Sun 316

|| PayCode | Transfer | Sunife | Mon 3 Tue 318 |
& | L, | Hours Waor... a 8.0
St 8.0

The amount disappears.
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Enter the correct amount in the appropriate date cell. Tab to the next
cell. The new amount displays formatted in the cell and the column
total is updated.

A gold bar displays at the top of the screen signaling that changes
have been made to the timecard but not yet saved to the database.

‘ My Timecard

L E TR A Frost, Carolyn

Loaded: 10:25AM
AL CEE LT Current Pay Period

Save | Actions  Amount Approvals  Reports

Week starting: Sun 346

|| PayCode | Transfer Sun 316 Mon 31T | WTue 318 | Wed 319
& [._Hl,:-urs'NﬂJr | | : 10.5 SU_ 8.0
.5 2.0 80

By default, the time is charged to the primary account and default
work rule. To charge time to a different labor account, perform a
transfer covered later in this module.

Focus

Enter time in decimal format. For example, to
enter 8 hours and 15 minutes type 8.25. Please
see Appendix A.

Click Save. The totals recalculate and the gold bar disappears.

[ Totals & Schedule Accruals | Audits

Al w

Account 4 Pay Code f Amount  Wages
TAFS401 754040001 MNoneMonak- Regular 2,156.80
TAFS401 754040001 NoneMona®- ML2Z - Multilingual Advanced 104.00
TATS401 U7 54040001 MNoneMonel- MO2 - Mullilingual OT Advanced 4.88
TSTS401 754040001 NoneMone)- CLZ- Comp Ly Eamed-1 hrEG 1.0
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Steps: Editing Hours in the Timecard

1.

Click the date cell to be corrected.

The date cell displays with a yellow background.

Press the delete key on the keyboard.

The highlighted amount is deleted.

Type the appropriate amount.

The typed amount displays in the cell.

Click another cell or press the Tab key.

The amount correctly formats and a gold bar displays at the top
of the screen.

Click Save.

The gold bar disappears and totals calculate.
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Pay Codes

Pay codes hold hours accumulated by the employee throughout the
pay period. Pay code edits are performed to adjust or add hours from
or to specific pay codes such as annual leave, sick leave or shift

differential.

Real-World Example
@ Carolyn Frost was absent on Tuesday in Week 1
of the current pay period due to illness. Since
Carolyn’s sick day is not on her schedule, she
must add the pay code amount to the timecard to
ensure the hours are charged correctly for the day.

Adding a Pay Code Amount for a Full Day

From the timecard verify the employee has sufficient accrued hours
by checking the Accrual Code balance on the Accruals tab.

|/Tutals | Accruals | Audits |

Accrual Balance as of Units
Code Selected Date
AMMUAL LEAVE 20.00 Hour
COMP LEAVE 0.00 Hour
FAMILY SICkK 0.00 Haour
FERSOMAL DAY 2.0 Day
FTO 0.00 Hour
RELIGIOUS LEAVE 000 Hour
[GICK LEAVE 40.00 Hour >
[ —
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Delete the current amount.

Week starting: Sun 3M6
Pay Code Transfer Sun 3M6 Mon 3T Tue 318 Wed 319
& | L, | Hours Wor... 10.5 —
& | L | Hours Wor... ( B.D) 8.0
105 h:a 8.0

The amount disappears. Next, add a new row by clicking the arrow to
the left of the current row.

Week starting: Sun 3M6
Pay Code Transfer Sun 3M6 Mon 3T Tue 318 Wed 319
& Hours Waor... 10.5
L JHours wior... || 8.0
10.5 8.0 8.0

An additional empty row displays. To add a pay code amount, click
the Pay Code cell in the blank row. Click the drop-down arrow. A
drop-down list of pay codes displays. If needed expand the Pay Code
column to see the full names of the available codes.

Week starting: Sun 316
Pay Code
& [, Hours Worked
l@|g ] Werkad - |

Sick Leave ) _II
ated Leave Used

s Sick Leave - Unscheduled

——] Sick Leave - With FMLA

Sick Leave - With Parental Leave

5 |501- ShinDIMOT POL 12p-759 |
802 - Shift DI OT POL BI}‘SIE-Sa =)
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Click the pay code. The chosen pay code displays in the Pay Code
cell.

Week starting: Sun 3M6

Pay Code Transfer Sun 3M6 Mon 3MT Tue 3M8 Wed 319
£ | L | Hours Worked 10.5
& | L | Hours Worked 2.0 2.0

& Sick Leave }
e ——"

10.5 8.0 8.0

Click the proper Date Cell in the new row. Type the duration
amount. Tab to the next cell. The hours are formatted and a gold bar

displays.

Week starting: Sun 316

Pay Code Transfer Sun 3M6 Mon 3MT Tue 3M8 Wed 319
& L | Hours Wiorked 10.5
& L, | Hours Wiorked — 8.0

& |G | Sick Leave

( 50
105 ezl 8.0

Focus
= Leading zeros are optional.
= Do not use trailing zeros.

Click Save. The system calculates the hours and the new pay code
displays on the Totals tab.

| Totals & Schedule | Accruals | Audits |

Al -

Account ‘ Pay Code | Amount © | Wages |
75540/ 0754040001 MoneMonek- ML2 - Multilingual Advanced 720 9360
75540/ 01754040001 MoneMonek- Reqular 72.0 1,841,
757540/ 0754040001 /None/Nonel €. Sick Leave 60 > 21568
7ETS40/ 01754040001 MoneMaoner- CLZ- CompIVESMEqTITED 10 25
7ETS401 07754040001 MoneMonek- MO2 - Multilingual OT Advanced 25 4.88

Page 3-22



MCtime for Managers /AP
Module 3: Managing My Timecard

Since the added pay code represents non-worked time, the date is
outlined in blue.

Week starting: Sun 316
Pay Code Transfer Sun 316 mon 317 [ Tuezng | Wed 349
& L | Hours Wiorked 10.5
& L | Hours Wiorked 2.0
& (L | Sick Leave 8.0
10.5 2.0 2.0

Adding a Pay Code Amount for a Partial Day

Real-World Example

@ Carolyn Frost took Annual Leave for part of the
day on Wednesday. Her leave hours need to be
charged to the correct pay code. She needs to
modify her pre-populated hours so that her daily
totals are correct.

Click the green arrow to the left of the current row. A row is added.

Week starting: Sun 316
M\ Pay Code Transfer Sun 3M6 Mon 3MT I Tue 3M8 Wed 319

& B—’Hnurs Wiorked 10.5
& L | Hours Wiorked 2.0
& (L | Sick Leave 8.0
& |0 | Hours Wiorked

N 10.5 8.0 8.0

-
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Focus

Rows can be added and deleted easily with the
green arrow (add) and the eraser (delete). If
too many rows are added the blank rows are
automatically deleted when the timecard is
saved or refreshed.

An additional empty row displays. Click the drop-down list in the
Pay Code column.

e —
Week starting: Sun 316

Pay Code
& |[, | Hours Worked
& |, | Hours Worked
& |G, | Sick Leave
@G, [Hoursworked =
Admin Leave - Relieved F - |

: Diss_,
;@Annual Leave
[ o

| p 1= 1Annual Leave - With Parer
{* 1 Annual Leave - Unschedu

| AWOL - Absence withoul |

| Call Back Pay .

| |

P & r——1 2 2 =

Click the pay code. The chosen pay code displays in the Pay Code
cell.
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Click the appropriate date cell. Type the number of hours to be

allocated.

Wus_lt x_turting: Sun IME6
Pay Code
Hours Warked
Hours Warked
Sick Leave
Annual Leave

SRR
LBEHENES

Transfer

Sun 316

Mon 317 wed 319
105
80
20
105 a.nj 80

Tab to the next cell. The Daily Total column reflects the total number
of hours in the column. The original hours for the day need to be
modified so that the daily total is correct.

Week starting: Sun 346

Pay Code
Hours Worked
Houwrs Wiorked
Sick Leawe

& [ | Annual Leave

Transfer Sun IM6

Mon 347 Tue I18 Wed 319

10.5

Thu 320

8.0 8.0

o
105 80 @ 8.0

Click in the date cell that needs to be modified. Delete the current
value. Enter the new value in the cell. Tab to another cell. The

column total is now correct for the day.

\Week starting: Sun 316

Pay Code
Hours VWorked
Howrs VWiorked
Sick Leave
:9 L | Annual Leave

Transfer Sun IME

Mon 317 Wed 319 | Thu3no
| 10.5 '
25 80
8.0
2.5
10.5 8.0 8.0
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Click Save. The system calculates the hours and the new pay code
displays on the Totals tab.

Totals & Schedule | Accruals | Audits

Al w

Account ] ‘ Pay Code / Amount Wages
757540/ 0/754040001/NoneMNaBF__ Annual Leave 55— 14828
75754001 01754040001 /NoneMones- CL2- Comp LvEamed-1 fEQ1.0 25
75754001 01754040001 /NoneMones- ML2 - Multilingual Advanced 865 86.45
75754001 01754040001 /NoneMone- MO2 - Mullilingual OT Advanced 25 488
75754001 01754040001 /NoneMone- Regular 66.5 1,792.84
75754001 07754040001 /NoneMonek- Sick Leave EY] 21568

o0 Focus

As many additional rows as needed may be
added to the timecard. If the same pay code
and labor account are used on different rows
the rows are combined when the timecard is
saved.
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Steps: Adding a Pay Code Amount

1.

Click in the original date cell.

The original amount displays with a yellow background.

Press the delete key.

The highlighted amount is deleted.

Click the green arrow to the left of the current row.

A new blank row displays.

Click the Pay Code cell in the blank row.

A drop-down arrow displays in the cell.

Click the drop-down arrow.

A list of available pay codes displays.

Click the desired pay code.

The selected pay code displays in the Pay Code cell.

Click the amount date cell.

A blinking cursor displays in the date cell.

Type the amount in the cell.

The unformatted amount displays in the cell.

Continued on next page.
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9. Tab to the next cell.

The added amount is formatted and the daily total displays at
the bottom of the column.

10. Click Save.

The system recalculates the hours and the new pay code amount
displays in the Totals table.
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Deleting a Row

When the user adds an incorrect pay code or transfer, it is necessary to
delete the contents of the entire row. To delete an entire row of data
click the eraser icon next the row to be deleted.

Week starting: Sun 316

Pay Code
& |G, | Hours Worked
Hours Worked

A
@L, Annual Leave
2|5

Sick Leave

A dialog box appears asking for confirmation.

"a Workforce Central X |
E Erase data for the entire row ?

IJavaAppIetWindow

The duration amounts associated with the row are deleted but the row
itself does not disappear until the timecard is saved.

Warning
If a row containing data is deleted, the data is
lost when the timecard is saved.

. To reverse changes made since the last save,
select Action > Refresh from the menu before
saving.
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Labor Account Transfers

Each employee is assigned one primary labor account and default
work rule. The charged labor account displays in the Account column
of the Totals window. When the employee works outside of their
primary labor account for the entire day it is considered a full day
transfer. When an employee works outside of their primary labor
account for only part of the day it is considered a partial day transfer.

Totals & Schedule | Accruals | Audits
All -
{ Pay Code Amount © Wages

| 75754001 0IT54040001/MNoneMonek Regular B6.5 1,792.84
TSIT54001 0754040001 /NoneMonel- ML2 - Multilingual Advanced B6.5 B6.45
TSIT54001 0754040001 /NoneMonel- Sick Leave 8.0 21568
TSIT54001 0754040001 /NoneMonel- Annual Leave 5.5 148.28
TAIT54001 754040001 /NonaMonel- MO2 - Multilingual OT Advanced 25 488
TAT54001 754040001 /NonaMone- CL2- Comp Ly Eamed-1 hr EQ 1.0 25

Employees are sometimes asked to charge hours to a different labor
account. For example, the employee works a number of hours in a
different index code or project code. This is referred to as a timecard
transfer.

Real-World Example

Carolyn Frost’s home Index Code is 754040001.
By default, all her worked hours are charged to
this account. However, on Thursday, Carolyn
worked her entire day in Index Code 754050001.
She also worked part of her day on Friday in this
same Index Code. Carolyn must ensure her hours
are allocated correctly.
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Transferring a Full Day

To perform a transfer of an employee’s entire day, click the green
arrow to add a new blank row. Click the drop-down arrow located in
the Transfer cell. A Search option displays.

Weuk atarting: Sun IME )

Pay Code Transfer Sun3A6 | Mon 347 Wed 319
& |0,  Hours Yorked 105 25
& |y | Hours Worked
& L, HoursWorked || -

10}
i aneft
WNSH3T1 T

& |0, | Annual Leave 5.5

& |[, SickLeave 80

10.5 8.0 8.0
oo
Click Search.
e Focus

The drop-down menu displays up to five
previously selected labor accounts. If the
account displays within the drop-down list,
click the account. If transfers have not been
previously performed Search is the only
option.
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The Select Transfer dialog box opens.

Click the radio button preceding the appropriate labor level. The
Available Entries window lists available labor entries associated with

the selected labor level.

J select Transfer

Labor Account
Hame or Description:

Search

x|
Clear Account

Available Entries:

322004001 PAYROLL
426002001,COR SECURITY -

455010200 FRS STATIONS 12 8 Index Code

471018198,C5D - SCHOOL S, 12 Project fode

474026114 GAITHERSBURG | 17) Grant Year

483001011 SHERIFF-COURT
504504003 TRANSPORTATIO

504002003, COMMERCIAL RE
5094002009 RESOURCE REC!
6094002010, DICKERSON COM
504003002, SITE 2 LANDFILL
644033981 HEAD START GRf
B4q022581 SCHOOL HEALTH
714003001,LI8 - PUBLIC 8YC
754040001 TEAM 1- RES INS |
754050001 TEAM- RES INSTE

804003001 DEP-COOPERAT!
< | |

‘WorlRule

[ <higne -

Seledted Transfer

OK | Cancel ‘ Reflesh‘ Help ‘

Java Applet Window

Labor entries Labor levels

Focus

Labor levels that are grayed out cannot be
modified. These currently are Department,
Division, Manager and Reserved.
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Place the cursor in the Name or Description field to the left of the
Search button. Type the first few letters (or numbers) of the desired
Labor Level followed by an asterisk (*). Press Enter or click Search
and a list displays of possible matches.

'; Select Transfer

Labor Account

Hame or Descrip‘(iV\ >

| 7a* < Search
Available Entries:

754040001, TEAM 1 - RES INSPE
754050001, TEAM- RES INSPECT

Click the labor entry in the Available Entries window. The selected

entry automatically populates the table to the right of the chosen labor
level.

Labor Account
Hame or Description: Cloa
75 Search
Available Entries:
74 SPE
< 754050001 TEAM- RES INSPEC

|® Index Code | 754050001 TEAM- RES INSPECTION COMPLAINT INVEST
I2) Project Code

i) Grant Year
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Business Process

If a desired labor level code is not in the list of
available codes contact the Help Desk at 240-777-
2828. The Request Access to Non-Department
Index code and Project Code form should be
submitted to request the addition of non-
departmental codes to the drop down list. The form
is available in the Resources section of the MCtime
website.

Click OK. The timecard displays the new account in the Transfer
cell.

‘Week starting: Sun 346

Pay Code Transfer Sun 316 Mon 347 Tue 318 Wed 319 Thu 3720 Fri 321
@ L, | Hours Worked | ' | 105 25 | '
& | L, | Hours Worked 8.0 8.0
@ |0, | Hours Worked
& |, | Annual Leave 5.5
& | [, | Sick Leave 20
10.5 8.0 a0 8.0 8.0

Enter the number of hours worked in the correct date cell. Delete the
duplicated hours from the primary account row. Tab to the next cell.

Week starting: Sun 316
Pay Code Transfer sun3M6 | Mon3A7 [ Tue3ns | wed3as | Thu3zo Fri321
@ |L, | Hours Worked | [ | 105 25 | |
2|0 | Hours Worked | ' ' | ' [ | 4.0
@[, | HoursWorked | 75405000108 | ' | ' [ '
@ |G, | Annual Leave ' ' ' | ' 5.4
@G, | Sick Leave ' ' ' | 8.0 | |
] ' ' ' 105 8.0 80 8.0 8.0
Click Save.
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Focus

The / (forward slash) in the transfer cell
represents a labor level placeholder. For MCtime
to calculate the hours correctly it needs to account
for each portion of the employee’s labor account.
A forward slash means there is no change to a
level and the employee’s primary code should be
used. There are seven possible levels; therefore
there are three slashes before the index code and
three slashes after the index code.

The Totals window recalculates, adding a row to display the hours
charged to the new labor account. The (x) preceding the labor account
indicates a transfer.

Totals & Schedule Accruals Audits |
Al w
Account { Pay Code " | Amount, Wages |
TAIT5400 0754040001 /MNone/Monel- Sick Leave 8.0 215.68
| () 7SIT54001 0754050001 MoneMones- Regular 8.0 215.68
74 1 0/754040001 NoneMones- Regular 58.5 1,577....
| 7517540 54040001 /None/Monel- MO2 - Multilingual OT Advanced 25 488
' ()7 SITS4001 0. 50001 /MoneMone- MLZ - Multilingual Advanced 8.0 10.40
| 761754001 0/754040001/None/Nonef- MLZ - Multilingual Advanced 58.5 76.09
| 751754001 0/754040001/None/Nonef- CL2- Comp Lv Earned-1 hrEQ1.0 2.5
j TAI7 5400 04754040001 /MNone/Mones- Annual Leave 545 146.28
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Transferring a Partial Day

Employees don’t always work their entire day in one labor account.
Sometimes only a portion of their day is spent outside their home
account. To perform a transfer of a portion of a day, enter the
transferred amount in the appropriate date cell in a transfer row.
Adjust the amount in the home account row to equal the total daily
hours.

Home account amount
Transferred account amount

‘Week starting: Sun 316
Pay Cade Transfer Sun3fE | Mon3AT Wed3M9 | Thudee | Frjd1
0.E>'H0ur-s Wiorked ' ' 10.5 15 20
&L, | Hours Worked | 11754050001 80 50
9':'., 'AnnuaILea\-‘e 55
2L, | SickLeave 8.0
[T ' 105 8.0 8.0 20 80
Daily total equals home and
transfer amounts
Click Save.

The Totals window recalculates, adding a row to display the hours
charged to the new labor account if necessary. The (x) preceding the
labor account indicates a transfer.

| Totals & Schedule | Accruals Audits |

Al e

Account ‘ Pay Code o Amount, Wages
75754001 0754040001 /None/Nonel-  Sick Leave 80 21568
(a7 SITS401 WFS4050001 MoneMaonel- Regular 130 350.48
TEI754001 0754040001 /MoneMonel- Regular 53.5 1,442....
TEI754001 Q754040001 /MoneMonel- MO2 - Multilingual OT Advanced 25 4.88
(7575401 W7 54050001 MoneMoner- ML2 - Multilingual Advanced 130 16.90
TEI754001 Q754040001 MoneMonel- ML2 - Multilingual Advanced 535 69.55
TAIT54001 0754040001 /MNoneMonel- CL2- Comp Lv Earned-1 hrEQ1.0 25
Ta754001 0/754040001/MNoneMonel- Annual Leave 5.5 148.28
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Steps: Transferring Hours

1.

Click in the cell of the desired date. Click the Delete key to
erase the scheduled amount of hours.

The amount of hours is deleted.

Click the green arrow to the left of the current row.

A new blank row displays.

Click the Transfer cell in the blank row.

A drop-down arrow displays in the Transfer cell.

Click the drop-down arrow.

A drop-down list appears displaying up to the last five labor
accounts selected and the Search option.

Click Search.

The Select Transfer dialog box opens.

In the Select Transfer dialog box click the radio button
preceding the desired labor level.

The Search Results window lists available labor entries.

Click the desired labor entry.

The entry displays in the table following the desired labor level.

Continued on next page.
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10.

11.

Click OK.

The timecard displays the new account in the Transfer cell.

Click the amount date cell in the transfer row.

A blinking cursor displays in the date cell.

Type the amount in the cell.

The unformatted amount displays in the cell.

Click Save.

Changes are saved and hours recalculate. The labor account(s)
and associated hours display in the Totals window.
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Working with Non-populated Timecards

Employees who do not have a schedule (temporary and seasonal
employees) do not have hours pre-populated in their timecard. These
employees enter their hours manually making adjustments to pay
codes and labor accounts in the same manner as employees with pre-
populated timecards.

1} Business Process
Employees who do not have a pre-populated
timecard should enter their hours manually at the
end of each workday.

This is a view of a non-populated timecard.

My Timecard
LETNTERA [V Gates, Paul 105
Loaded: 8:55PM
it RICTEL N Current Pay Petiod -

Save | Actions  Amount  Approwals  Reports
‘Week starting: Sun 316

|| _PayCods |
& |0, | Hours Wor.

Transfer Sun 316 Mon 347 Tue 318 Wed 319 Thu 320 Fri 321 Sat 322 Total

Week starting: Sun 323

| Transfer | Sun323 | Mon324 | Tue325  Wed326 | Thu3el | Frideé | Sa3es | Total
@ [T, | Hours Wor..

Totals & Schedule | Accrusls | Audits |
AL~ AccrusiCode  / [Bal.onSelec..  Units

R [T e ; ANNUAL LEAVE 00 Hour

T 2 = COMPENSATORY LEAVE 00 Hour

: PAID TIME OFF 00 Hour

| PERSONAL DAY 00 Day

[ Rewisious LEave 00 Hour

| SICK LEAVE 00 Hour

To add hours to a non-populated timecard, enter daily amounts for
each day in the hours worked. Add rows as necessary for additional
pay codes and labor accounts. The functionality for adding pay codes
and labor account transfers is the same as previously described in this
module.
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Approving Timecards

The approval process is used to approve data within an employee’s
timecard. Approving a timecard acts as a digital signature that lets
payroll know that an employee has done a final check of the timecard
prior to the processing of payroll. The approval process takes the
place of physically signing a paper timecard.

Employees are responsible for approving the previous pay period
timecards at the beginning of the new pay period.

1} Business Process
The approval of timecards by employees should be
completed by the close of business on the
employee’s last day worked in the pay period.

Approving My Timecard

To perform an approval from the timecard, open the previous pay
period My Timecard. Verify the dates in the timecard correspond
with the dates to approve. Click the Approvals menu. Click Approve.

My Timecard

Loaded: S:01P0

UPTTR Y (O Frosd, Carolyn

Current Pay Penod

Seve | Actions  Amournt als  Reports
Wivok starting: Sun 316 Approve [
[T paycode  Transi RemoweApproval jon3AT | Tue 38 | Wed3ns | Thuden | Fri32 | sm32z | Towl
80 20
T 80 8.0 320
8.0 80 8.0 8.0 8.0 400

|& L, | Hours Wor

| Transfer  Sun323  Mon324 | Tuel?s | Wed3@6 | Thudzl | Fd2s | Ss3zs | Total
80 8.0 8.0 80 8.0 400
80 80 80 80 80 400
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Upon approval, a Sign Offs & Approvals tab is added to the bottom,
left portion of the workspace. Click this tab to display a table,
showing the action taken, date, time, user and date ranges.

Totals & Schedule = Accruals | Audits | Sign-offs & Approvals

Action Taken Date Time Amount User Start Date End Date
Approval by Emplo... 3729/2008 12:04AM cfrost 362008 32972008

An employee approval prevents the employee
from making edits to the timecard but not the
manager. A manager approval prevents both the
employee and manager from making further
edits.

The table below defines the columns of the Sign-offs & Approvals
tab.

Column Description
Action Taken Describes who did what in the approval process.
Date Date the action was taken.
Time Time the action was taken.
Amount Not applicable to Montgomery County.
User User name of who took the action.
Start Date Start of approval date range.
End Date End of approval date range.
Comment Not applicable to Montgomery County.
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Removing Approval

Once the timecard has been approved it can no longer be edited. To
remove approval and make further changes to the timecard, click the
Approvals menu. Click Remove Approval. The timecard is once
again editable. Once final modifications have been made approve the
timecard again.

My Timecard PPN o<t Carohn 102
ASETa e LI Current Pay Period =

Save | Actions Amount  Approvals  Reports
|Week starting: Sun 36| A9prove |
PayCode  Trans Hemove Approval Jon3A7 | Tue3A8 | Wed3A3 | Thu3@d | Frid@
Hours Wor... : 8.0 [ [
| Hours wor...| | ' ' 8.0 B0 B.0) B0
' ' 80 8.4 84 B0 84

Week starting: Sun 323

| PayCode  Transfer  Sun3R3  Mon324  Tued25  Wed326  Thu32? | Fri3es

Hours Wor...| 8.0 80 8.0 8.0 g0l
a0 8.0 8.0 Bg 8O

Warning
&5 If atimecard has been signed off by payroll, you
cannot remove approval.

When an approval is removed there is a record of this transaction on
the Audits tab at the bottom of the screen. Click the Audits tab.
Select Approvals/Sign-offs from the Filter rows by Type drop-down
list. An audit trail displays.

Totals | Accruals | Audits |
Filter rows by Type: | Approvals/Sign-offs -

Date | Time ‘ Type | Account | Pay Code | Amount ‘Wﬂrk Rul-{ Override | Comment | Edit Date | Edit Time |  User
100812 Approval by Manager 118520 12:53F cfrostd
100812 Approval by Employee 118520 12:53F cfrostd
100812 Approval Remaoved by Manager 118520 12:53F cfrostd
100812 Approval Remaved by Employee 118520 12:53F cfrostd
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Steps: Approving My Timecard
1. Click the My Timecard launch button.

The employee’s own timecard displays.

2. Click the Approvals menu.

The Approvals menu displays.

3. Click Approve.
The employee’s own timecard is approved. A Sign Offs &

Approvals tab displays at the bottom left portion of the
workspace.

Steps: Removing Approval from My Timecard

1. Click the My Timecard launch button.

The employee’s own timecard displays.

2. Click the Approvals menu.

The Approvals menu displays.

3. Click Remove Approval.

The employee’s own timecard approval is removed.
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Payroll Sign Off

Once the manager approves the timecard it is ready and available to
payroll for processing. Payroll performs a transaction called “Sign-
off” which locks the timecard from any further edits or changes.
Corrections to timecards that have been signed off by payroll must be
submitted to the MCtime office via a Timecard Correction Request
form that is available in the Resources section of the MCtime website.
These corrections normally are made during the next pay period and
are reflected as a “Historical Edit” on the employee’s current
timecard.

Business Process

Changes to a signed-off timecard must be
submitted to the MCtime office via a Timecard
Correction Request form. The form is available in
the Resources section of the MCtime website.
Forms may be emailed to
MCtime.finance@montgomerycountymd.gov .

A timecard that has been signed off by payroll displays with a gray
background.

My Timecard

LETTEEA VN Frost, Carohm

Loaded: 3:15PM

QLA R LT Previous Pay Period

Save | Actions  Amount  Approvals  Reports

Week starting: Sun 302
| Pay Code Transfer SundN2 | Mon3®3 | TuedD4 | Wed3DS | ThulW6 | Frid07 | Satdms | Total
Hours Wor.. a.0 8.0 8.0 8.0 8.0 40.0

80 8.0 8. 8.0 s ] 400

Week starting: Sun 309

|| Paycode Transfer | Sun3W9 | MondA0 | Tue3M1 | Wed3M2 | Thu3A3 | FridA4 | Satsns | Total |
Hours Wor...| | 8.0 8.0 8.0 8.0 8.0 400
8.0 8. 8.0 8. 8.0 400

[ Totals & Schedule | Accrusls | Audits | Sign-offs & Approvals

Action Taken | Date | Time Arnount User Start Date End Date ‘Comment
Approval by Emplo... 329/2008  1212AM cfrost 3022008 3N Sr2008
Approval by Manager 3/29/2008 12:13AM rklein 31022008 3152008
Sign-off 292008 1Z14AM Superlser 3MSr2008
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Exercise 1: Add Pay Code Amount

Scenario  Your task is to add sick leave in the second week of the
current pay period. Add the sick leave to Carolyn’s
timecard on Tuesday.

Step Open the timecard and add 8 hours to the pay code Sick
Leave on Tuesday. Adjust the regular hours for the day.

Expected  Eight hours is deducted from the Regular pay code and 8
Results hours is added to the sick leave pay code.

Notes:
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Exercise 2: Add a Labor Account Transfer

Scenario  Your task is to perform a labor account transfer. On
Wednesday of the second week of the current pay period,
Carolyn worked on a specific project code. Transfer her
hours to the correct labor account.

Step Open the timecard and transfer the hours on Wednesday
to project code ART004, ROCKVILLE ARTS PLACE.

Expected The hours are transferred to the new project code.
Results

Notes:

Page 3-46



MCtime for Managers
Module 3: Managing My Timecard

Exercise 3: Add a Multiple Labor Account Transfer

Scenario

Step

Expected
Results

Notes:

Your task is to perform a multiple labor account
transfer. Carolyn Frost worked on two projects in one
day. On Thursday of the second week of the current
pay period, Carolyn worked four hours on each project.
Transfer the hours to the correct labor account.

Open the timecard and transfer four hours on Thursday
to project code ART004 and four hours to project code
GENFAR.

The hours are transferred to each of the project codes.
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Exercise 4: Approve My Timecard

Scenario

Steps

Expected
Results

Notes:

Your task is to approve your own timecard for the
current pay period.

Access My Timecard. Click the Approvals menu.
Click Approve.

Carolyn Frost’s own timecard is approved. The Sign
Offs & Approvals tab displays at the bottom of the
timecard.
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Skill Drill

Below are some questions to reinforce the information presented
in Module 3. This book and the MCtime application may be used
to complete the questions. The instructor will discuss the answers
upon completion.

1. True or False. Timecards should be approved by the end of the
day Monday following the end of the pay period.

2. Describe a duration:

3. What is the procedure if an employee takes a sick day?

A. No modification to the timecard is necessary.

B. The employee must add a pay code amount to account
for the sick day and delete the original hours worked for
that day if necessary.

C. The employee must add a pay code amount to account
for the sick day.

D. None of the above.

4. Adding a pay code amount would be appropriate when:
A. Anemployee takes annual leave on Friday.
B. Anemployee worked half a day and went home sick for
the remainder of the day.
C. Both Aand B.

5. Duration amounts are pre-populated in the timecard based on
maintained schedules for which of the following employee
groups:

A. Temporary, full-time employees.
B. Temporary, part-time employees.
C. Regular, full-time employees.
D. Regular, part-time employees.
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Module Objectives
At the end of this module participants will be able to:

Identify the components of the timecard workspac
Adjust pay code amounts

Transfer time to a different labor account
Approve timecards

Generate reports
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MCtime for Employees

Both managers and employees access the MCtime system. Managers
have a broad range of tools based on their need to manage their own
timecard as well as review, edit and approve timecards of their
employees. Employees only manage their own timecards; therefore
they have a more limited view of the system.

There is a difference in the look and feel of the manager’s view
compared to the employee’s view. This module covers those
differences as well as defines how to carry out specific functions
using the employee view.

Some differences between the manager and employee view are:

e Managers have access to managerial features of the MCtime
system such as genies, employee timecards and extensive
reporting capabilities.

e Employees have access only to their own timecard and limited
reports.

e Managers see a gold bar at the top of the screen when there are
edits that have not been saved to the MCtime database.

e Employees see a yellow border around the Save button when
there are edits that have not been saved to the MCtime
database.

e Managers have a Delete Row icon to delete the contents of the
entire row.

e Employees do not have a Delete Row icon. To delete duration
amounts or pay code amounts in a row, an employee must
place their cursor in the appropriate cell and press the Delete
key on the keyboard.

e Managers can display an audit trail that captures all edits to an
employee’s timecard.

e Employees cannot display an audit trail, but their timecard
does display verification of approval.
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This is an example of what a manager sees by default upon logon to the
MCtime system.

I : ~
P Pay Pariod Close R
|\ LMCtime ! St Hone - ncar
Rk Lt Refrsbend; :31PM
LTIV A Frénaous Pay Period Il (Rofiosh]

Log OF

Change Password

- My Genjes®
Pay Period Close
Timecard Approval
Check Overtime
People Attributes
Leave Balances
Leave Used

People Profile
QuickFind
Pay Rule Assignme
+ Scheduling
Reports
+ My Information
Help

This is an example of what an employee sees by default upon logon to the
MCtime system.

Homa | Leg Of (mep-a498)
My Information . -

@ My Timecard gj My Reports
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Employee Timecard

To view the employee timecard, select the My Timecard icon after
logging into MCtime. The employee view of the timecard is made up
of one main workspace. In this workspace, employees review, edit and
approve their time.

Focus

The following timecard is the Employee view.
Employees use a different view than managers
due to technical reasons. The Employee view
does not currently have the functionality
managers need to complete their jobs.

Change
timecard dates Log off

Access
Syste m He | p

Home | Lag Off | Change Password

Time Period: |Current Pay Periad =] wwonos . acaome ; i
SMI Refresh I Approv Wgw Totals Summary for selected bine penod.
Add Sun Morn Tus Wad Thu Fri Sat
Row EN 1 Me  aMT  ame  ae amo  am |amz iz
hll' W] = q ] ] .0 ] 5.0 0.0
00 &0 80 €0 B0 8O .0 40,0
Top
Add Sun. Mon Tus Wed Thu Fri Sat
Row L fE U mI a4 RS a7 amm |ams ]
) gl ] o] ram] ] L s
00 B0 80 80 BO 8O 1] 40.0
Tap
SMI FAefresh I Appreen Wit Totals Summary for selected Bine panod
" T
View timecard

totals fogthe View the employee’s
perio primary account
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Common edits that employees might apply to a timecard include:
e Add a pay code amount.
e Perform a labor account transfer.
e Approve their timecard.

The table below describes the columns displayed in the Timecard

window.
Column Description

Addrow |Ly | | Addsarow.

Pay Code The name of the pay code to which time is
applied.
By default, hours are assigned to an
employee’s primary labor account. An empty

Transfer transfer cell reflects this. 1f an employee’s
hours are transferred to a labor account other
than the primary, the labor account displays in
this column.

Date Individual dates within the range selected in
the Time Period field.
The total calculated number of hours applied

Total
to the row.
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Timecard Indicators and Colors

The appearance of a timecard cell changes to indicate a number of
different conditions.

Indicators Description

_ A purple amount indicates MCtime
8:00 generated the hours from the employee’s
schedule.

A yellow border around the Save button

Save | indicates edits have not been saved to the
database.

A red outline around a box is a warning

| that a value may be missing or needs to
be verified.
|_ A blue outline around a date indicates
Wed 118 .
non-worked time such as Annual Leave.

A duration amount shown in purple on a
["Mon 1116 | gray background indicates the amount

Mon1/® was automatically populated by the
employee’s schedule and cannot be
edited. This includes holidays and locked
pay period adjustments.

8.00
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@: Timecard

Add

Hamas | Leg OfF

hagiod: |Curmont Pay Period 5| awemoms . 3000 Jordan, Trey

Primany unt
‘Wi Totals Summany for galected Ume penod

Sun Men  Tus  Wed Thu Fri Sn g
] T L] e B kil pred

oa 8.0 8.0 2.0 ga g0 o

Sum  Men  Tus  Wed Thu Fri S g
e T4 5 HIE a7 IE T

Row Pay Code Transfer
4| [P vioria =
::: Pay Code Transfer
o [Fvones el

V] el o ol o ol 2 i -

0.0 80 8.0 .0 8.0 8.0 o

Whew Totals Summany for selected ume penod
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Adding a Pay Code Amount

Pay codes hold the hours accumulated by employees throughout the
pay period. Pay code edits are performed to modify the hours of a
specific pay code. Multiple edits can be entered for any given date.

@ Real-World Example
Troy Jordan took a vacation day last Friday. He
first deletes the 8 hours of regular hours worked
that is automatically populated on his timecard
and then he adds a pay code amount of 8 hours
Annual Leave for the same day.

To add a pay code and amount of time attributed, click the arrow icon
to add a new row.

Click the drop-down arrow in the Pay Code cell within the added
row. Click the pay code from the drop-down list.

Add

Row Pay Code

L | |Hours Waorked - I

Ly | |Hours Warked ] I
Admin Leave-Other a gj
Admin Leave-Prof Improvernent :I

Admin Leave-Relieved from Duty
Admin Leave-Temp Disahility
Add | sqmin Ly-Closure of Cnty Facil
Row |dmin Lv-Mil Trng Reserve

[Annual Leave
hJ Annual Leave with FMLA l;
Annual Leave with Parental Leave —J
hj Annual Lv-Unscheduled
Call Back Fay 7

Click in the cell for the date on the same row as the new pay code.
Enter the hours amount to give to the employee.
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Adjust the daily hours by deleting the original amount if necessary.

Click Save. The pay code is saved to the employee’s timecard.

Homs | Leg Gff
Timecard
ﬂl R‘“"‘“‘"‘ . MWM I ihew Tolals Summny for galacted Ume penod
Row Py Cods Tramite aw aw e o am | | oam | e
| 3 ) e} o e 2o | =y w— ——
L oo k| 1Y e s s s 2 f o
oo g9 .0 ga an g9 2Xe) 40.0
Top
ey Pay Cods Transfer ] | Tt | et [l [Pt [ e Total
L, | o= vione 3 1] et 2 2o 2o o 2o m——
o0 29 8.0 [-21) &0 8.0 o0 40.0
Top
_Save | Rofosh | Approve | Ve Totals Summany for sesectad ima penod
o0 Focus
When entering amounts use the following
formatting:
= Leading zeros are optional.
= Do not use trailing zeros.
= Enter amounts in the form HH.hh

(hours and hundredths of an hour). For
example, 8 and ¥z hours is entered as

8.5.

Page 4-10




MCtime for Managers
Module 4. MCtime for Employees

Steps: Adding a Pay Code Amount

1. Click the arrow icon to add a row.
An additional row displays.

2. Click the drop-down arrow in the Pay Code cell within the added
row.

A list of available pay codes displays.

3. Click the desired pay code.

The pay code displays in the Pay Code cell.

4. Click in the date column within the added row and enter the
number of hours (use format HH.hh) assigned to this pay code.
The number of hours displays in the date cell within the added
row.

5. Adjust the daily hours by changing or deleting original hours if

necessary.

The original hours are changed or deleted.

6. Click Save.

The system recalculates the hours and the new pay code amount is
saved to the employee’s timecard.
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Labor Account Transfers

All employees are assigned to a primary labor account in their People
record. The primary labor account reflects the index code/project/grant
for the employee. By default, all worked hours are charged to the
employee’s primary labor account.

Labor account transfers are performed when employees work in an
account different from their primary labor account.

Real-world Example

On Tuesday of last week, Troy Jordan needed to
charge time to a different Index Code and Project
Code. The hours worked on Tuesday must be
transferred to the correct Index Code and
Project Code.

Transferring Hours to a Different Labor Account

To perform a labor account transfer for an employee’s hours, click the
arrow icon to add a row.

The Hours Worked pay code displays in the Pay Code cell.

Homa | Log Off

@ Timecard a

Time Pariod: r&m G008 - I8 . Jn,rdm.rm'
S_ml Rafresh | Approve I View Tetals Summary for sebected tme penod
Row oy Code Trnste E S - R - S B
L) oo Bl QAP R R =
L) vt £l T | e s |
5 = A Ar IR e
00 B0 80 80 80 80 00 40.0

Click the magnifying glass below the Transfer cell within the new
row.

Page 4-12



MCtime for Managers
Module 4: MCtime for Employees

The Transfer Selection dialog box displays.

Click the drop-down arrow for the desired labor level. Click the
desired labor entry.

! Transfer Selection
Jordan, Troy
Primary Account
Account
Index Code: MNone j

354001001, Procurement - Operations

Project Code: 426002001, Cor Security - MCCF

455010200, FRS Stations 12, 24

471018198, CDS - School Safety - Civilian

Grant Year: 47202611A, Gaithersburg Montgomery Village Patrol Sworn
482001011, Sheriff Court Function Transport
504504003, Transportation Planning Gen Fund
508003001, Silver Spring Rlde-on

508004001, Gaithersburg Ride-on Top
509002003, SWD - Solid Waste Admin

509002009, Resource Recovery Facility -

Repeat for any additional labor levels within the same transfer.
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Click OK. The labor entry displays in the Transfer field.

Click in the cell for the desired date on the same row as the new labor
account. Type the number of hours and minutes the employee worked
in the labor account.

Adjust the daily hours by modifying the original amount if necessary.

Click Save. The transfer is saved to the employee’s timecard.

Tima Pariad: |Current Pay Poriod =] wspo08 . 3000008 B ey
Terdiand Succetthily s¥ved on (2S00 3P

e Paycods Transter ot o S om[a]am T
Ly | [Femies Wiorked =l Q) | | P O 240
Ly | [Hours Worked =l [Frisamozoosramnais, G || &0
[._*; | Anmusal L = Q_ ' I .0 2.0
oo 8.0 80 8.0 8.0 8.0 0.0 40.0
Tep
B o MmO D LB
| [Rours Wiorked =] Q) =0 |- | 0 400
0.0 2.0 80 8.0 &80 £&.0 o0 A0.0
Tep

SMI Ruofresh i Approve I iew Totals Summaey for selected tme period
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Steps: Transferring Hours to a Different Labor
Account

1. Click the arrow icon to add a row.

An additional row displays.

2. Click the magnifying glass below the Transfer cell in the new row.

The Transfer Selection dialog box displays.

3. Click the drop-down arrow for the desired labor level.

A list of labor entries displays.

4. Click the desired labor entry.

The labor entry displays in the field.

5. Click OK.

The labor entry displays in the Transfer field.

6. Click in the cell for the desired date on the same row as the new
labor account and enter the number of hours (use format HH.hh) the
employee worked in the labor account.

The number of hours displays in the date cell within the added row.

7. Adjust the daily hours by modifying original hours if necessary.

The original hours are modified if necessary.

8. Click Save.

The labor account transfer is saved to the employee’s timecard.
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Approving Timecards

The approval process is used to approve data within an employee’s
timecard. Approving a timecard acts as a digital signature that an
employee has performed a final check of the timecard prior to the
processing of payroll.

Employees are responsible for approving the previous pay period
timecards at the beginning of the new pay period or the last day of the
current pay period.

]} Business Process
The approval of timecards by employees should be
completed by the close of business on the
employee’s last day worked in the pay period.

Approving a Timecard

To approve a timecard, select the appropriate pay period. Generally,
this should be the Current Pay Period assuming the employee is
approving on the last day worked in the pay period. Click the
Approve button.

I Timecard G
Time Period: |Cumrent Pay Period =] sia000 . soacoms J"J"""':_“*'
Save | Relresh I Wiew Totsls Summary for selécted time period,
Add Sun Mo Tue  Wed Thu [ Fril Sat

Row Fay Code Tranufer N6 M7 aME aMs M an2 Uz
L | e voanes gl V] et o e o o ] T
L | [Hours Worked =] [7rsomazaoss ey Q) o | 20
hl [Armual Leave ] CL [ 8.0 2.0
0.0 8.0 8.0 8.0 8.0 8.0 0.0 400
Tep
B e T 1 T 1 P i
L, | [Fours Wored =] A Fer Fo o Fe o | 40.0
00 &80 80 80 80 80 00 40.0
Top

Smave | Refresh I Appromae iew Totals Summary for selected time period
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Upon approval, an Approvals box displays at the top of the timecard.
This box shows the action taken, user and date range affected.

@ Timecard

" Jardan, Ti
Time Period: [Current Pay Perind =] 31500 azacom p_.,,,f::; oy
.Approualg: ]
Approval by Employes (fordan): 31672008 - 3267008
Refresh | Remove Approval | Wiew Totals Summary for selected nme perod
Add Sun Men Tue Wed  Thu Sar
Row Pay Code Transfer 3018 IHT 3B 3018 a0 $ re Total
Hours Worked £.0 8.0 .0 24.0
Hours Worked SS09002009/5H37 17/ 8.0 8.0
Annual Leave 8.0 2.0
0.0 &80 8.0 8.0 8.0 8.0 0.0 40,0
Top
Add Sun Men Tue Wed  Thu Fri Sat
Rew ol e 323 a4 35 s A ame s 1
Hours Worked 2.0 BO 80 =20 80 40.0
0.0 2.0 8.0 8.0 2.0 8.0 0.0 40,0
Top
Refresh Remove Approval | iew Totals Summary for selected time period

Focus

An employee approval prevents the employee
from making edits to the timecard but not the
manager. A manager approval prevents both the
employee and manager from make further edits.
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Removing Approval

Once the timecard has been approved it can no longer be edited. To
remove approval and make further changes to the timecard, click the
Remove Approval button. The timecard is once again editable.
Once final modifications have been made approve the timecard again.

I Timecard
Time Pariod: [Current Py Period =] 3nezo0a. 30anm0e

Appravals:

Jordan, Tray
Primary Accournt

Refresh Ramove Approval Whew Totals Summary for selected time pemnad
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Steps: Approving a Timecard

1. Select the current pay period from the Time Period field.

The current pay period displays in the Time Period field.

2. Click the Approve button.

The timecard displays an approval box and is no longer
editable.

Steps: Removing Approval from a Timecard

1. Select the current pay period from the Time Period field.

The current pay period displays in the Time Period field.

2. Click the Remove Approval button.

The timecard approval box is removed and the timecard is
editable.
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Generating Reports

Employees can easily generate reports from their timecard screen.
Available reports include: Time Detail and Accrual Balances and
Projections.

To generate a report, click the Home button on the timecard screen.
Select the My Reports link on the MCtime home page.

Home | Log Off

: - ! Reports (]

Jordan, Troy
Pramary Account
Avallable Reports: Time Periad:

Time Detail Range: [Current Pay Period :I
Start Date: =
End Date; 1--“-'-\':i

Accmal Balances and Projections

Az Of ’— 1-]

Wiew Report |

Click the name of the desired report from the list of Available
Reports.

For the Available Balances and Projections report set the Time
Period by entering a date in the As Of field. Dates can be entered
manually or by clicking the calendar icon and selecting the desired
date. The current day’s date will be selected.
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Click View Report. The report displays on the screen.

Accrual Balances and Projections

Date Selected: 3/20/2005 Printed: 2/30/2005
Mame: Jordan, Troy ID: 124
Period Furthest Balance
AccruaiCode 5ot Ending  Projected  TToecred Frolecied Frolected o proy
Balance Taking Date Credits
ANNUAL
i Hour 147.0 32012005 0.0 0.0 1470 1470
COMPENSATORY
AL Hor 80,0 3262008 0.0 0.0 800 0.0
PAD TIME Hour 0.0 3262008 0.0 0.0 0.0 00
PERSLINAL Day 8.0 32912008 00 0.0 80 80
DAY
RELIGIDUS
o Hour 0.0 32012008 0.0 0.0 0.0 00
SICK LEAVE Haour 4600 22972008 0.0 oo 4600 4600
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This is an example of a printed Time Detail report.

Time Period: Previous Pay Period Printed: 3730/2008
Dates: /1672008 - 3.’29.!‘2%8
MName: Jordan, Troy ID: 121 FPay Rule: MCGEOQ Rg FT EX G-2 RE
Primary Account{s}. 012008 - forever  SVS045/0103W504504003/ NoneNone/
In Out AdjEnt Totaled Cum. Tot
Date Apply To InFunch g OutPunch £ o $Amt o priar B At K i
Sun 318 0.0
Mon 317 fHours &0 80
Tus 318 Hours Worked 80 18.0
WIS00002000/SHATITI
Gurs
wea 18 [{o0=, 0 240
Th 320 (U0 a0 320
Fri 321 Annual Leave 80 400
Sa 322 40.0
Sun 323 400
ours
Mon 324 orked) 80 48.0
ours
Tue 325 H:':,.:ﬂ 80 56.0
Wed 328 {yorked) 80 64.0
The 327 o, 20 72.0
Fri328 [Jous 0 80.0
Sat e 80.0
Totals 0.00 80.0 0o B0.0
Account Summary
Account Pay Code Money Hours Wages
S0/504501030504504003 None/Nonel-
Annual Leave 8.0 19264
Regular 84.0 1.541.12
{x)50¢5045M01039/509002009/5HIT1 T/iNone!-
Regular a0 192.64
Pay Code Summary
Pay Code Money Hours Wages
Annual Leave 8.0 192.64
Regular 720 173378
Totals. 0.00 80.0 1.520.40
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Steps: Generating a Report

1.

Click the Reports link on the timecard screen.

The Reports screen displays.

Click the desired report.

The selected report is highlighted.

Enter appropriate date settings for the report.

The desired dates display in the date field(s).

Click View Report.

The report displays.

Click the browser’s back button to return to the previous
screen.

The Reports screen displays.
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Exercise 1: Add a Pay Code Amount

Scenario

Steps

Expected
Results

Notes:

Your task is to add an Annual Leave day in the current
pay period. Troy Jordan took a vacation day on Tuesday.
Add the Annual Leave pay code on Tuesday.

Open the timecard and add 8 hours to the Annual Leave
pay code on Tuesday.

Eight hours of vacation time is added to Troy Jordan’s
timecard.
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Exercise 2: Add a Labor Account Transfer

Scenario  Your task is to perform a labor account transfer.
On Wednesday, Troy Jordan worked in a different labor
account. Transfer the hours to the correct labor account.

Steps Open the timecard and transfer the hours on Wednesday
to Index Code, 509002003 and Project Code, SH3717.

Expected The hours are transferred to the new labor account.
Results

Notes:
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Skill Drill

Below are some questions to reinforce the information presented in
Module 4. This book and the MCtime application may be used to
complete the questions. The instructor will discuss the answers upon
completion.

1. True or False. Montgomery County uses both HTML and
JAVA views of the timecard.

2. True or False. A yellow outline around the Save button
indicates there are edits that have not been saved to the MCtime
database.

3. True or False. Pay code amounts should be entered in HH.hh
(hours and hundredths of an hour).

4. Adding a pay code amount is appropriate when:
A. Anemployee is taking a vacation day on Friday.
B. Anemployee worked half a day and went home sick for
the remainder of the day.
C. Both Aand B.

5. Anemployee is scheduled for an 8 hour day. He takes half a
day vacation. He should:

A. Add arow to his timecard and add 8 hours of Annual
Leave.

B. Add arow to his timecard and add 4 hours of Annual
Leave.

C. Change his Regular Hour Worked time from 8 hours to
4 hours. Add a row to his timecard and add 4 hours of
Annual Leave.
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Module Objectives
At the end of this module participants will be able to:

Describe the purpose and functionality of genies.
Display specific employees within a genie.
Display a specific time period within a genie.
Describe the columns of the Reconcile Timecard
and Pay Period Close genies.

Sort columns in a genie.

Describe the columns of the Pay Period Close,

€ K < XL

< <

Timecard Approvals, and Check Overtime genies. _#"
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MCtime Genies

Genies display critical time, attendance and scheduling information.
Instead of searching and navigating through multiple screens within
MCtime, managers can use genies to quickly access specific
information.

Genies minimize the need for managers to run reports. Information
specific to time, attendance and pay code totals display in genies;
therefore, running reports to access MCtime information is minimal.
Genies are used as a tool to gather specific information regarding the
employee, as well as a navigation tool.

Some benefits of genies are:

e Genies provide a starting point for accessing information in
MCtime.

e Genies streamline daily tasks by identifying specific issues.

e Genies provide an at-a-glance view of critical information for
all employees.

Montgomery County’s Genies

Montgomery County’s genies are listed under the My Genies link on
the navigation bar. The order in which they appear and the
information they display has been specifically configured to meet the
needs of Montgomery County.

To access a genie, click the name of the genie on the navigation bar.
The genie displays in the workspace.

Click the

- My Genies®

Genie name Pay Period Close
Timecard Approvals
Check Overtime
People Attributes

Leave Balances
Leave Used

People Profile
QuickFind

Pay Rule Assignment
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Pay Period Close Genie

The Pay Period Close genie automatically loads when a manager logs
on. The Pay Period Close genie is used to review the status of
employees’ timecards at the end of the pay period. To optimize
MCtime performance, the manager must select ‘All Home’ in the
Show field to display the employees to whom the manager has rights
to edit and view.

Pay Period Close

Shoee: All Home

Last Refreshed: S36PM
RILHERA NG Previows Pay Period

Aclions  Approvals

R Total Total Total Expected Total
Employee Name |/ Manager Hame FIPT | Reg  Leave 'm: Hrs per ot
Seas Hours | Hours | oo | PayPeriod  Hours
Andrews, Jacok Frost, Carahm R-M F g0.0 20.0 0.0
Bowen, Meredith Jacobs, Andrew R-M F g0.0 800 80.0
Brickle, Ginny Richardson, Brad R-M F 800 800 80.0
Davidson, Robert Frost, Carobm R-M F a0.0 80.0 80.0
Engles, Christine Frost, Carohm R-M P 400 4000 400
Fargo, Julie Frost, Carobm R-M P 480 480 B0.0 4.0
Frost, Carolyn Manager, Jane R-M F 80.0 a0.0 80.0
Gates, Paul Frost, Carahm T-Y F 0.0
Gleason, Erin Klgin, Rebecca R-M F g0.0 800 80.0
Griffen, Doug Frost, Carohym R-M F 80.0
James, Janice Frost, Carahm R-M F a0.0 80.0 80.0
Johnson, Jimmy Jacobs, Andrew T-HN P oo
Jordan, Troy Jacobs, Andrew R-M F g0.0 g0.0 0.0
Klein, Rebecca Manager, Jang R-MN F 80.0 800 0.0
Ledger, Heath Jacobs, Andrew R-M F g0.0 800 0.0 6.0
Major, Alicia Frost, Carohm R-M F g0.0 a0.0 0.0
Martin, Todd Frost, Carohm R-M F 80.0 g0.0 80.0
MoCoy, Andrea Frost, Carobm R-M F 6.0 36.0 96.0
Price, Matthew Jacobs, Andrew R-M F g0.0 g0.0 80.0
Richardson, Brad Frost, Carohm R-M F g0.0 g0.0 80.0
Riomero, Lori Richardson, Brad R-M P 250 250 200
Sheen, Justin Frost, Carohm T-Y x 0.0
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The following table describes the columns in the Pay Period Close
genie.

Column Name Description

Employee Name The name of the employee.

Manager Name The employee’s manager name.

Indicates whether the employee is a Regular
employee (R) or a Temporary (T) employee
R/T - Seas and whether they are a Seasonal employee.
Seasonal employee status is identified as
“Yes” or “No”.

Indicates whether the employee is a full-time

FT/PT (F) or part-time (P) employee.

The number of regular hours the employee
has worked during the time period. This
number excludes all overtime, leave and pay
differential hours.

Total Reg Hours

The number of leave hours reported on the

Total Leave Hours employee’s timecard for the time period.

This number represents the sum of the hours
reported in the “Total Reg Hours” column
and the “Total Leave Hours” column.

Total Hours
toward Schedule

Table continues on next page.
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Column Name Description

The number of hours the employee is expected
to account for in a given pay period. For all
regular, full-time employees (excluding Fire
and Rescue), the Expected Hrs per Pay Period
should be 80.0. The hours reflected for part-
time employees is based upon their full time
equivalency percentage stored in the
HRMS/Payroll System, (i.e. 50% of 80 hours =
40.0 hours.)

Expected Hrs per
Pay Period

The number of overtime hours worked during
the pay period. Refer to the actual employee
Total OT Hours timecard to determine whether these hours will
be paid in the form of paid overtime or
compensatory leave.
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Using the Show Field to Select a Group of Employees to
Display in a Genie

The Show field is located in the center of the header. This field
determines which employees populate the workspace of the selected
genie.

Genies allow managers to choose a different group of employees to
view by selecting an option from the Show field.

To select a different group of employees, click the drop-down arrow
beside the Show field. Click the group. The genie automatically
updates.

The selected employees display in the workspace.

Show: Temporary Employees e
LR LA Previous Pay Period ;" iﬁt!lnﬁh}

Pay Period Close

Last Refreshed: 5:53PM

Actions Approvals
wT Total | Total Total Expected | Total
Employee Name |/ Manager Hame FIPT | Reg | Lewe = MOU'S 1 yegper ot
seee e [0my || oehacule | EWEEEY | HoRS
Gates, Paul Frast, Carolyn TY F 40.0 400 0o
Johnson, Jimmy Jacobs, Andrew T-M P 330 330 0o
Sheen, Justin Frost, Caroln TY P 48.0 480 oo
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Changing the Time Period in a Genie

Viewing the specific time period displayed in the genie is critical in
effectively reviewing information. Each genie has an associated
default time period.

To change the time period in the genie, click the drop-down arrow in
the Time Period field. Select the preferred time period. The genie
automatically updates the information to reflect the new time period.

Time Period: | Previous Pay Period

Previous Pay Period
cruals | Apprg Current Pay Period
=== et Pay Period

14| PeN previgus Schedule Period
103 Current Schedule Period
Mext Schedule Period

111 Today

101 resterday
Wigek to Date

1041 astywesk

102\ 41 8/2008, Specific Date
10511842006 - 1/19/2006, Range of Dates

110

Focus

Montgomery County’s standard pay period is
from Sunday at midnight through Saturday
11:59:59 p.m. two weeks later.
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The Range of Dates option requires a start date and end date to be
entered.

To access the Range of Dates option, select Range of Dates from the
Time Period drop-down menu. The Range of Dates dialog box
appears.

- x|
* StartDate: | 3/16/2008 -
* EndDate: | 3/2%2008 -
0K Cancel
|JwaAppletWindcrw

Click the drop-down arrow in the Start Date field. A calendar
displays.

<X Seloct Range of Dates _Jﬂ

* Starl Date: M 6/2008 -

ETTEE | [T 2
* End Dete: : I0E glnr.rh ;

Bun|Mon Tue|Wed Thul Frl | Sat
1

—— 2 3 4 B & T B

2 W M 172 17 14 1%

|1$1?1l1!2t?122

M M N DB DB

JJM Applet Window

mw mn
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Click the preferred start date. The date automatically populates the
Start Date field. Repeat for the preferred End Date.

Click OK in the Select Range of Dates dialog box. The search
results display information relative to the time period selected.

Pay Period Close

All Homme

Last Refreshed: S05PM
M EA00E - ATWI00E, Range of Dates

Actions  Approvals
T Total Toisl Total Expecied Toisl
Employee Hame 1/ Manaper Hame FIPT | R | Lews | Mows g pn or
Sees Wours | Mows | g | PayPeriod  Hours

Andrinws, Jacob Frosy, Carclyn RN F 800 g0.0 BO.O

Bowen, Meredith Jacobs, Andrew R-N F BOLO 80.0 80.0

Brickbe, Ginmy Richardson, Brad AN F 800 800 800
Davidson, Robart Frosy, Carolyn RN F BOO go0 BO.O

Engles, Christine Frost, Carohmn RN [ 400 40.0 400

Farga, Julie Frost, Carohn RN P 480 48.0 B0.0 40
Frost, Carolm Manager, Jang RN F 800 B00 BO.O

Gates, Paul Frost, Carohm T¥ F 0o
Oleason, Erin Klain, Rebecca RN F BOO BOO BOO

Grifien, Doug Frost, Carohn RN F BO.O

James, Janice Frost, Carolyn RN F B0.0 800 B0.0
Johnson, Jimmy Jacobs, Andrew TH P 0o

Jordan, Troy Jacobs, Andrew RN F B0 g0.0 B0.0

Klein, Rebecca Manager, Jane RN F 800 &800 B00

Ledger, Heath Jacobs, Andrew R-N F 80O B0.0 800 60
Major, Alicia Frost, Carolyn RN F BO.O B0.0 BOO

Martn, Todd Frost, Carohm RN F 800 800 BOD.O

McCoy, Andrea Frost, Carohm R-M F 960 GB.0 86.0

Price, Matihew Jacobs, Andrew RN F 80O BOO 800
Rithardson, Brad Frosi, Carolm RN F B0O g0.0 BO.O
Romero, Lon Richardson, Brad RN P %0 250 00

Shiin, Jusdin Frost, Carohm ¥ | = 0o
‘Wallace, Rusly Jacobs, Andrew R-N P 500 00 40.0
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Timecard Approvals

The Timecard Approvals genie is used by managers to verify that
employees have approved their timecard for the selected pay period.
The genie also displays whether the manager has performed a
managerial approval of the timecard and whether Payroll has
performed a Sign Off on the timecard.

The Timecard Approvals genie includes ‘All Home” employees for
the previous pay period.

Timecard Approvals

Last Rafrashad 109240

Time Period

Actions  Amount  Accruals | Approvals
| Approved | | Approved | signed off
Employes Hame 1 [ Manager Hame 1% by Payrolt

Andrews, Jacob o Frost, Caralyn 1 o
Bowen, Meredith o Jacobs, Andrew 1 o
Erickle, Ginny o Richardson, Brad 1 W
Davidson, Rober ¥ Frast, Carolyn 1 '
Engles, Christine Frost, Caralyn i s
Fargo, Julie s Frost, Carolyn 1 o
Frost, Carakm Manager, Jang "
Gates, Paul ' Frost, Caralymn 1 W
Gleason, Erin o~ Klein, Rebacca 1 o
Griffen, Doug Frost, Caralyn 1 o
James, Janice Frost, Caralyn 1 o
Johnson, Jirrmy J Jacobs, Andrew 1 o
Jordan, Troy o Jarobs, Andrew 1 o
Klein, Rebecca s Manager, Jane 1 o
Ledger, Heath W Jacobs, Andrew 1 o
Major, Alicia v Frost, Caralyn 1 o
Martin, Todd s Frost, Caralyn 1 o
McCoy, Andrea w Frost, Carolyn 1 o
Price, Matthew Jacobs, Andrew 1 o
Richardson, Brad v Frast, Caralyn 1 v
Romero, Lor o Richardson, Brad 1 o
Sheen, Justin o Frost, Caralyn 1 o
Wallace, Rusty o Jacobs, Andrew 1 3
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genie.

The table below describes the columns in the Timecard Approvals

Column Name

Description

Employee Name

The name of the employee.

Dept No

Displays the employee’s two digit department
number, i.e. 75 represents the Department of
Permitting Services.

Approved by
Employee

A checkmark indicates that the employee has
completed and approved their timecard.

Manager Name

This is the employee’s manager name.

Approved by
Manager

A “1” indicates that the manager has approved
the employee’s timecard. A “2” indicates that
two different managers have reviewed and
approved the employee’s timecard. Payroll
requires that all timecards be approved by a
single manager. Payroll will not perform a
sign-off on a timecard that has not been
approved by a manager.

Signed Off by
Payroll

A checkmark indicates that the employee’s
timecard has been Signed Off by Payroll and
has been submitted to Payroll for processing.
No further edits are allowed to the timecard by
the employee, manager or Payroll once the
Sign Off has been applied to the timecard.
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Refresh

Since MCtime is a web-based application it is necessary to refresh the
current screen from time to time. When the Show or Time Period is
changed, the information displayed in the genie is immediately
updated. The Refresh button is used to view the most up-to-date
information from the database. If changes are made to the database, a
refresh is required.

The Timecard Approvals genie displays an
unapproved timecard for an employee. The
manager approves the employee’s timecard and
returns to the genie. The Refresh button must
be clicked to update the genie with the most
recently added or changed data.

® Real-world Example

The time of the most recent refresh is identified in the upper left
corner of the header.

Timecard Approvals

Show: All Home et
Lo Rtloshot M 1 i (ot
Time of last Refresh button
Refresh
o0 Focus

If a change is made in another part of the
system that affects the current view then the
screen must be refreshed.

If in doubt, Refresh! The most up-to-date
information is as current as the last refresh.
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MCtime for Managers
Module 5: Genies

'he Check Overtime genie reflects overtime hours worked by
employees during the pay period displayed.

The Check Overtime genie includes ‘All Home’ employees for the

pay period.

Check Overtime
Last Refrashed: 12:82PM

Time Period: |F

Actions  Amount  Accruals | Approvals
| orwes- O Hrs - Total ‘ Holiday Holiday
ettt | peor | Camea | OTHes | Pay-wp1 | Pay-ne2
Andrews, Jacob 80
Bowen, Menedith 8.0
Brickle, Ginry
Davidson, Robart 90
Engles, Christing 40
Fargo, Julie 40 40
Frast, Carolm
Gates, Paul
Gleason, Erin a0
Griffen, Doug
James, Janice 8.0 80
Johnson, Jimmy
Jordan, Troy 8o
Klain, Rebecca
Ledger, Heath 6.0 6.0 a0

The table below describes the columns in the Check Overtime genie.

Column Name Description

Employee Name | The name of the employee.

OT Hrs - Paid The number of overtime hours worked that
oT will be compensated as paid overtime.

Table continues on next page
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Column Name Description

OT Hrs—Comp | The number of overtime hours worked that

Lv Earned will be compensated in the form of
compensatory leave. This does not necessarily
reflect the number of hours of compensatory
leave earned since many employees earn
compensatory leave at a rate of 1.5 hours for
each hour worked.

Total OT Hours The total number of overtime hours worked.
This is the sum of hours shown in the OT Hrs
— Paid OT and OT Hrs — Comp Lv Earned
columns.

Holiday Premium | Displays the number of hours worked on a

Pay — HP1 holiday that will be paid as Holiday Premium
Pay at 1.5 times the employees regular hourly
rate.

Holiday Premium | Displays the number of hours worked on a
Pay — HP2 holiday that will be paid as Holiday Premium
Pay at twice the employees regular hourly rate.

@@ Focus

MCtime contains several genies. Refer to
Appendix D for a compete listing of the genies
displayed in MCtime.
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Sorting Columns in Genies

Genie columns can be sorted in ascending or descending order. This
sorting option is available in all genies. For example, a user may want
to group all employees who have overtime hours at the top of the
workspace.

To sort genie columns, click the appropriate column heading. A sort
icon appears next to the column heading.

The up arrow in the corner of the column heading indicates ascending
order. The down arrow indicates descending order. Click the column
heading to switch between ascending and descending order.

R Total | Total ::.l: Expecied | oo
Employes Mamae @ © Banager Hamae FTFT Reg Leaue oy Hra per
Heas Hours | Hours g | Pay Period
Jarmes, Janice Frost, Canohm R F 2.0 B0 a0.0 800 B.O
Ledger, Heath Jacobs, Andrew R F &0.0 80.0 B0 6.0
Fargo, Julie Frost, Canolymn R P 480 43.0 60.0 4.0
Wallace, Rusty Jacobs, andrw R P a0.0 50.0 40,0

Sorting by Two Columns in Genies

Genie columns can also be sorted by two columns. The first column
is the primary sort; the second column is the secondary sort. When
sorting by two columns the selection of columns must be done in
reverse order. This sorting option is available in all genies and each
column can be sorted in ascending or descending order.

The number in the corner of the column heading indicates the column
sorting order.

RT Total | Total | Total | Expected
Employee Name < © | Manager Name FIPT Reg | Leave t:::':j Hrs per

Seas Hours  Howrs | g po o e | Pay Period
Wallace, Rusty | Jacobs, Andrew R P 500 - 50.0 40.0
Sheen, Justin Frost, Carohlm U L 0.0
Romero, Lo Richardson,Brad R P 250 250 200
Richardson, Brad Frost, Carolyn R F 80.0 80.0 80.0
Price, Makthew Jacobs, Andrews R F 200 20.0 0.0

To restore the sort option back to the genie’s default, click the
Refresh button located in the header.
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Steps: Sorting a Genie by Two Columns

1.

Click the column heading of the secondary sort column.

The number one displays in the corner of the column heading.
Click the column heading a second time to change to ascending
or descending order.

The column is sorted in ascending or descending order.

Click the column heading of the primary column sort.
The number one displays in the corner of the column heading

and the number two displays in the corner of the column heading
in the first column selected in Step 1.

Click the column heading a second time to change to ascending
or descending order.

The column is sorted in ascending or descending order.

Click Refresh to return to the default sorting options.

The genie is reset to default options.
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Module 5: Genies

Exercise 1: Perform a Primary Sort

Scenario Your task is to identify employees who have an
approval in the current pay period.

Steps Open the Timecard Approvals genie. Change the
Time Period field to the current pay period. Identify
employee(s) who have a timecard approval.

Expected Alicia Major and Justin Sheen have approved their

Results timecards.
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Exercise 2: Perform a Primary and Secondary
Sort

Scenario Your task is to perform a primary sort and secondary
sort in the current pay period. Which employees
have not yet added hours to their timecard?

Steps Open the Pay Period Close genie. Sort the
Employee Name column in descending order. Sort
the Total Reg Hours column in descending order.

Expected Several employees have not yet entered hours in their
Results timecard.
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Module 5: Genies

Skill Drill

Below are some questions to reinforce the information presented in
Module 5. This book and the MCtime application may be used to
complete the questions. The instructor will discuss the answers upon
completion.

1. True or False. The Pay Period Close genie automatically loads
upon log on.

2. True or False. Each genie’s default time period is the previous
pay period.

3. True or False. All Home refers to all employees in the MCtime
application.

4. A manager approves an employee’s timecard. However, when
reviewing the Timecard Approvals genie, the Approved by
Manager column displays blank. Why?
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Module 6: Schedules

Module Objectives

Describe the purpose of schedules

Understand schedule defaults

View schedules

Understand Shifts

Learn how schedules are maintained and updated
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Module 6: Schedules

Schedules

Schedules are an important component of MCtime. Schedules are
used to pre-populate employee timecards with scheduled work
durations. Hours are automatically pre-populated on employee
timecards for all regular full-time and part-time employees based
upon employee work schedules maintained in MCtime. Schedules are
not maintained in MCtime for temporary full-time or temporary part-
time employees; therefore, the timecards for these employees are not
pre-populated with scheduled hours.

Employee schedules for regular full-time and part-time employees are
entered and maintained centrally by the MCtime Office. It is
important for managers to review employee schedules in MCtime for
accuracy and notify the MCtime office when changes are necessary.
The employee schedule is one of several factors that determine the
calculation of overtime and holiday benefits; therefore, an incorrect
schedule can result in a miscalculation of an employee’s pay.
Employees do not have access to view their schedules in MCtime
other than to view the pre-population of their scheduled hours on their
timecard in MCtime.

]} Business Process

Regular full-time employees are assigned a
schedule, which automatically populates their
timecard.

Regular part-time employees are assigned a
schedule, which automatically populates their
timecard.

Temporary and seasonal employees do not have
a schedule. They must enter their time
manually.
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Business Process

The Schedule Change Request form must be
completed by the employee’s supervisor and
submitted to the MCtime office to initiate a
change to the employee schedule that displays
in MCtime. The form is available in the
Resources section on the MCtime website.
Completed forms may be emailed to the
MCtime office at
MCtime.finance@montgomerycountymd.gov.
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Schedule Defaults

All regular full-time employees are assigned a default schedule. The
default schedule provides for a Monday through Friday work week of
five eight hour work days. This default schedule is assigned to all regular
full-time employees that are imported into MCtime as new hires.

All hours worked are automatically charged to the employee’s home
account code which consists of only one index code.

The default schedule for a regular full-time employee is displayed in the
timecard below.

Weelk starting: Sun 330

Pay Code Transfer Sun330 Mon 331 Tue 401 Wed 492  Thu 403  Frid0d  Sat 405 Total
& | | Hours Worked a0 8.0 8.0 8.0 8.0 4000
8.0 8.0 8.0 a0 8.0 400

Week starting: Sun 406 ) |

Pay Code | Transfer | Sun 406 Mon 407 [ Tuem- Wed 409 -TI'II.I "Ii"lll_- Fri 411 | Sat 412 Total |
@ |, | Hours Worked 80 8.0 80 8.0 B.O 40.0
8.0 B.O 8.0 8.0 B.O 40.0

Regular part-time employees are not assigned a default schedule in
MCtime; therefore, no pre-populated hours will display on the timecard
for a newly hired part-time employee.

All hours worked are automatically charged to the employee’s home
account code which consists of only one index code.

The default schedule (or, lack of a schedule) for a regular part-time
employee is displayed in the timecard below.

‘Week starting: Sun 346
Pay Code Transfer  Sun 36 Mon 3AT Tue 318 Wed 319 Thu 3220 Fri321  Sat 3722 Total

& | L, | Hours Worked

Week starting: Sun 3723
Pay Code Transfer Sun 323 | Mon 324 Tue 325 | Wed 326 Thu 327 Fri328 | Sat 329 Total

& [, | Hours Worked

1

Page 6-5




MCtime for Managers
Module 6: Schedules

Schedule View

For timecard tracking purposes, Montgomery County requires
employees to report time worked and leave taken as a duration of time
(i.e. 8 hours) as opposed to work start and work stop times. Within
the MCtime application however, schedules must be entered and
maintained through the use of work start and stop times. These work
start and stop times are known in MCtime as Shifts. As a result,
employee schedules displayed in MCtime will include daily start and
stop times for all days that the employee is scheduled to work.

A view of an employee schedule is displayed below. Meal deductions
are not factored into the schedule.

Timecard
UTTEE A T Ancioowes, Jacob L]
Loadedt: £950M -
ILERTREER Prwvious Pay Pancd -

e —
Visek Starting Sun 116 . =
| Pay Codn Tranafnor Sun 346 Rdon 347 Tun 398 Wed 349 Thu 328 Fri 3 S 372 Tedal
& 10 | Hesirs Wor a0 LA il B0 80 4000
1 an 8.0 LX) a0 80 400
Week wtarting: Sun 123 — —
Pay Coda Tranafor Sun 173 Mon 174 Tun 375 Wed 178 Thu 337 Fri 378 Sal 379 Tasl
.9 G | Hsurs Wor an in a0 B0 :fl_ 40a
an B L1} Ll L1 400 =l
Titals & Schotile | Acerusts | Aissta
[~ | Acerusal Code © BalonSelec.  Units
.'b Py Code T e Wages T ! »!_NNI_I.NL I:E-W'E ‘_55(' Hour < |
Fegular =] 1,508 e R T L )
ML2 - Hullibrgual Advanced 0O 104.00
Date StariTime | End Tie | PayCode | Ameoust
EEL | | |
[Mon 37 [a0naM | 400FW
[Tue s |gomaMm | 400PW
[Wedd1a  |o0lam | 400PM
[Thuaao  aomam | 400PW
Fia2t  [800AM | 400PM
Employee — EEEl |
Schedule { 5un 323
: Mon ¥4 | B00AM | 400PW
[Tue32s  [o0nam | 400PW
[Wed336 | G00AM | 400PM
[Thuanr  [oomam | 400rd
[Friaoe  [aomam | 400PM
EECI |
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Shifts

The daily start and stop times displayed in MCtime are known as
Shifts. Shifts entail a start and end time that defines a duration
amount. The duration amount automatically populates the employee’s
timecard.

Warning

The scheduled start and stop time displayed for
most employees will not match the employee’s
actual start and end times.

The scheduled duration amount displayed in the
employee’s timecard must be accurately
maintained vs. the employee’s actual start and stop
time each day.

MCtime uses the following default shift times. These do not include
meal deductions:

e 8am.—4p.m.: 8hour day (default for full-time, regular, non
public safety employees)

e 7am.—4p.m.: 9 hourday

e 7am.-5p.m.: 10 hour day

Compressed Schedules Only —

e 8am.-5p.m.. 9 hourdays in “short” week
e 9am.-6p.m.:. 9hourdaysin “long” week
e 9am.-5p.m.: 8hourday inthe “long” week
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Schedule Changes

The MCtime office must be notified whenever a change is needed to
the employee schedule displayed in MCtime. The Schedule Change
Request form must be submitted by the employee’s supervisor for all
of the following schedule change types:

e Full-time employees that are changing work days per week
and/or work day durations.

e Part-time employees — Includes new hires and all regular part-
time employees that are using the MCtime system for the first
time.

e Full-time employees that are changing to a part-time employee
status.

e Part-time employees that are changing to a full-time employee
status.

e Compressed Schedule changes (includes employees moving
on to or off of a Compressed Schedule or changing to a
different Compressed Schedule).

e Full-time and part-time employees that need to have hours
worked allocated to multiple account codes (index code or
project codes) on a consistent basis.

]} Business Process

MCtime provides for only one default or
“home” account code. Many employees need to
charge hours to multiple account codes on a
consistent basis every pay period. Hours
worked can be distributed to multiple account
codes via the employee schedule. The
employee schedule is updated via a Schedule
Change Request form when hours worked must
be distributed on a consistent basis every pay
period between multiple account codes (i.e.
50% to one index code and 50% to a second
index code).
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Real-World Example

@ In the DPWT budget, fifty percent of Matthew
Price’s hours are budgeted in index code
504504003 and the other 50% are budgeted for
index code 508003001. Matthew’s home account
code includes index code 504504003; therefore,
all hours worked are automatically charged to this
index code. Matthew’s scheduled hours can be
changed via the Schedule Change Request form
so that 50% of his schedule hours are allocated to
two different index codes — 504504003 and
508003001.

The timecard below displays scheduled hours allocated between two
different index codes.

Timecard

Hame & U8 PRI 122

Losded: $:43P8

WCHEREENEEY Previous Schedule Period

Sawe | Actions Armount Approvals Reports
Wk starting: Sun 116
i | PayCode Transfer | Sun3A6 Mon3A7 | Tue3AE | Wed3A8  ThulZs Fid2i  Sei322 | Tot
# | [, | Hours Worked | 00504504000 A 40 a0 40 4.0 200
@ [ Haours Worked MS0BH0I001 4 U: 4.0 4 U: 40 4 .l 00
B0 a0 B0 an 8.0 400
WEOK Btarting: Sun 323
| Pay Code Transfer Sun321 | Moni?d | Tued25  Wed 326 Thu327  Fid2s | Sst329 | Totsl
@ | L | Hours Worked | 5045040030 | 4.0 40 4.0 a0 4.0 | 200
@ |G | Hours Worked | (/50800300140 | 4.0 40 4.0 4.0 4.0 | 0.0
8.0 .0 8.0 a0 ad | 40.0
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Schedule Change Request Form

The Schedule Change Request form is used to initiate employee
schedule changes in MCtime.

The form is available in the Resources section of the MCtime website
at www.montgomerycountymd.gov/mctime. Supervisors should
complete the form. Completed forms may be emailed to the MCtime
office to MCtime.finance@montgomerycountymd.gov . Hard copies
may also be submitted and forwarded to the MCtime office.

The Schedule Change Request form is displayed below.

MCtime
SCHEDULE CHANGE REQUEST

EMPLOYEE MAME

DEFARTM ENT HAME

CHANGE TYPE C— FULL TIME « SCHEDULE CHANGE ONLY « Erter new schdule below
: FULL TIME - WORK S A COMFRESSED SCHEDULE - Select schedhue type below
[ coa- schodule A« Fira Meondsy OF
: 5B - Schedule B - Seooed Mondsg OF
[ =t -sahedue - Socond Friday O

1 50 - Sahedue D- First Friduy On

——1 PART TRAE - SCHEDULE CHAMGE ONLY - Erter new schedlie below
— FULL TIME T PART TIME - Erbir rotw schichd ¢ bl ow

: FART TIME TO FULLTIME - Erder raw schedde below

: FT &FT - WULTIFLE HONE ACCOUNT CODES (i.e.indes oodes. pro et codes]

Eror pcteachale with pogount osder below

HEW SCHEDULE START DATE

TWO WEEKWORK SCHEDULE BY DAY
Erage thie reambor of houns that the emploges is schodulod i work oach duay during the seo wook pay gpcle

WEEK1
FRULELCT
HDEX CODE & GRANT
CODE DETAL R L] MO TuE WED THU FR1 AT TOTAL
TOTALS
WEEKZ
FROJECT
BHDEX CODE & GRANT
CODE DETAL R SUN MON TUE WED THU Rl AT TOTAL
TOTALS

SCHEDULE CHANGE APPROVED B
[SUPERVTSOR OR DEPT A5C)
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Skill Drill

Below are some questions to reinforce the information presented in
Module 6. This book and the MCtime application may be used to
complete the questions. The instructor will discuss the answers upon
completion.

1. True or False. Schedules are maintained in MCtime by
department supervisors.

2. A. What is the name of the form that is used to
communicate schedule changes to the MCtime office?

B. Where can this form be found?

3. True or False. Anemployee’s actual daily start and stop
time must be displayed in MCtime.

4. True or False. Both full-time and part-time employees are
paid from the schedule.

5. True or False. Schedules are the basis for holiday and
overtime pay.

6. The MCtime office must be notified of which of the
following schedule changes via a Schedule Change
Request form.

A. Anemployee changes their schedule from the
Compressed Schedule A to the Compressed
Schedule D.

B. A regular employee changes work status from
full-time to part-time.

C. Arregular part-time employee is hired by the
department.

D. A -regular full-time employee is hired by the
County and works 8 hour days on Monday thru
Friday.

E.. A part-time employee terminates their
employment with the County.
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Module 7: Managing
Employee Timecards

Module Objectives

At the end of this module participants will be able to:

Access employees’ timecards

Interpret timecard information

Review and verify employee timecards
Describe the purpose of pay codes

Complete a pay code move for earned overtime
Approve employee timecards
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Managing Employee Timecards

The employee timecard is used to track an employee’s worked and
non-worked hours. Employees are responsible for performing pay
code allocations and labor account transfers to accurately track their
own time. Employees use the employee view covered in Module 4
MCtime for Employees.

Managers are responsible for reviewing, editing and approving
employee timecards. As part of the review process, a manager may
need to make changes to employee timecards that employees cannot
make themselves. Two examples of functionality that are available to
managers and administrators but not to employees are the ability to
change the way overtime is determined and the ability to move hours
from overtime pay to compensatory time.

Much of the functionality of the manager’s view of the timecard has
been covered in Module 3 My Timecard. Managing the employee’s

timecard uses many of the same skills already learned. This module
covers specific issues related to a manager’s view of an employee’s
timecard.

Warning

Modifying and saving changes to an employee’s
timecard creates an audit trail. An e-mail is
generated and sent to the employee notifying
them their timecard has been modified.

Page 7-3

-

-~

t

k..

<



MCtime for Managers
Module 7: Managing Employee Timecards

Accessing Employee Timecards
There are two ways to access employees’ timecards.

Option 1: Double-click the employee’s name within any genie.

[ = T s v

AR ChiE L]-}] FLLE WOE D TR S TATE Feagram M i LA 00
Ersys Wpwit LAl LR WO WD TR T N Tramad T porde e SO Y
B i e LLL FET gl i 8w W ArHIiA
Digadica Bogad L) LSO ORI, Tl § Davew § B el [ ot Jish ELL
[Epwn el LFL) i, Tl gl B SE A0 LEY LRI ] 44000
P Sy L7 il i, T il b BT RS R Paiet O P B | [TE ks 3]
e ] g FUNSETT RGO Gl Lo FULEDG0R

Double-click the employee’s name

The employee’s timecard displays.

7
cam: [ndewsiuon [0 ] g
Period: |1 0 Date 1 =
Save | Actions  Punch Amount Accruals Approvals  Reports
Week starting: Sun 1415 -]
Pay Code Transfer Sun 145 Mon 116 Tue 117 Wed 118 Thu 149 Frits20 Sat 121 Total
& |L | Hours War. 8.00 8.00] 8.00 8.00 32.00
& | L, | Martin Luth.. 8.00) 2.00
16.00) 8.00 8.00 8.00 40.00
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Option 2: Click the employee’s name. Click the Timecard launch
button. The employee’s timecard appears.

re—— 10 PUBLIC WORKE AND TRANGPORTATION Frispw= Wianugler | o e
e, Blarad® 0 PG WORRE A TRANSPORTATION Tricat {ooednic S0 031
[ g oy i POLCE P s (i pe 8 ITRMIA
Coradugn_Roten 101 L CONTROL O Dl o [ L2 l=-F il
agini. Crmitee 133 el T A0 MBI BEFACTS el A il ) el
e, Juls 1 AL T AR UM BLRCLS Pl M Wl Foom A | LELyt L]
sl € b LM FERRTTIRGG BERNACED Mgt = PRACAGEGT
Criti, 1Pl 182 PUERLK LBRATER Lty Pige M 308300
{lenran [ 1LX Lo | Ol Bavd o | oordin o 17 oo e
Click employees’ names Click the Timecard

launch button

To select more than one employee, hold the CTRL key and click
additional names. The timecard displays one employee’s timecard at a
time. To view additional timecards, click the drop-down arrow in the
Name field. A drop-down list of selected employees displays. Click
the name of the employee. The selected employee’s timecard appears
in the workspace.

Timecard

Loaded: G:43an  Hame &I: | Andrews, Jacob |1|13

o ] Andrews, Jacob
Fargo, Julie

Timecards within the selected group may also be viewed by clicking on
the right and left arrow that appears to the right of the employee name and
ID. The right and left arrows are most often used to scroll through groups
of timecards.

Timecard

Loaded: 043N Hame & ID: Andrews Jacob 1*

Time Period: Andrews Jacoh
Fargo, Julie
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Step: Accessing a Timecard for a Single
Employee

1. Inagenie, double-click the employee’s name.

The employee’s timecard displays.

Steps: Accessing Timecards for Multiple
Employees

1. Inagenie, click on the employee(s)’ name.

The employee’s name has a yellow background.

2. Hold the CTRL key and click on additional names.

The selected employees’ names have a yellow background.

3. Click the Timecard launch button.

One employee’s timecard displays.

4. Click the drop-down arrow in the Show field.
The list of previously selected employees’ names displays in the
drop-down list.

5. Click the employee’s name.

The selected employee’s timecard displays in the workspace.
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Reviewing Employee Timecards

Prior to approving employee timecards, managers are responsible for
reviewing and verifying employee timecards to validate their accuracy
and completeness.

The following guidelines are provided to assist the manager in their
review of employee timecards at the end of each pay period.

1. Using the Timecard Approval genie, verify that all employees
have completed and approved their timecards.

2. Using the Pay Period Close genie, compare the Total Hours
toward Schedule column with the hours displayed in the
Expected Hrs per Pay Period column.

3. Using the Pay Period Close genie, verify all hours recorded in
the Total Leave Hours column. Review each timecard that
reflects leave taken.

4. Using the Pay Period Close genie, validate all hours recorded
in the Total OT Hours column. Review each timecard that
reflects OT hours earned.

5. Review each employee timecard and validate any pay
differentials (i.e. shift differential) entered by the employee for
eligibility and accuracy.

6. Contact the employee to correct any errors if needed.

Each of these steps will be discussed in detail below.
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Step 1 — Verify that all employees have completed and approved
their timecard.

e Review the Timecard Approvals genie. Verify that all
employees have completed and approved their timecard.

Timecard Approvals Shour Al Horma Bl (Eon )
Last Refreshed: 6:510M Fon—
U Privious Pay Period bl Pefresh)

Actions Aneoumni Accrusls  Schedule Approvale Person
Approwed Approwed S 017
Emplayee Hame Dept o by Manager Hame / il B
LISTOM, CATHERINE A 32 SWEET CHARLOTTE W
ANDREWYS, JENMIFER WM 32 EWEET CHARLOTTE W 1
GASKMAY TERESS M 32 W EWEET CHARLOTTE W i
LEWIS, CAROLYM M 32 (s SWEET CHARLOTTE W 1
ST LEWIS, JOsMNN L 3z ' EWEET CHARLOTTE W 1

e Unapproved timecards should be approved by the
employee if they are available. Managers may approve an
employee’s timecard if the employee is not available to
complete and approve their timecard.

Step 2 — Using the Pay Period Close genie, compare the Total
Hours toward Schedule column with the hours displayed in the
Expected Hrs per Pay Period column.

e Review the Pay Period Close genie. Sort the genie by the
Total Hours toward Schedule column.

Pay Period Close
St Reports 1o Swiel ™

Last Refreahad: 7:03PM -
LA Frevious Pay Period |- o

Actions  Amount  Accruals  Schedule  Approwals  Person

RT Total | Todal Tatal Expocied Total
Employos Hame ¢ Manager Hama FIPT  Reg  Lesve "::"; T e per or
e Hours | Wours | gy, | PayPeriod  Hours
ANDREWS, JENNFERM. SWEETCHARLOTTEW RN F 620 180 800 800 05
GASAWAY, TERESAM  SWEETCHARLOTTEW RN F 705 95 800 80,0
LEWS, CAROLYN M SWEETCHARLOTTEW RN F &0 800 400 15
STLEWIS, JOAMNN L SWEET,CHARLOTTE W R-N F EDO g0 800
WALSH, KATHRYNANN  SWEET.CHARLOTTEW RN P B0 20 720 720
LISTON, CATHERINE A SWEET.CHARLOTTEW TN P 845 645 120

o Verify that all Regular Full Time employees have
accounted for 80 hours in the Total Hours toward Schedule
column.
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Step 3 - Using the Pay Period Close genie, verify all hours
recorded in the Total Leave Hours column.

e Sort the Pay Period Close genie by the Total Leave Hours
column.

Roports 10 Seeet -

Pigvious Pay Pariod -

Actions  Amouni  Accruasls  Schedule  Approvals  Porson

BT Total Todal Total Expaciod Todal
Employas Hame Manager Hame FIPT | Reg | Lesve | MOUFE o e or
— Hours  Bowrs | gopegye | PeyPeriod  lours
WALSH, KATHRYN ANN  SWEET.CHARLOTTEW RN P 450 10 T 120
ANDREWS, JENMFER M. SWEETCHARLOTTEW RN F 2.0 18.0 800 200 05
GASAWAY, TERESAM  SWEET.CHARLOTTEW RN F 05 35 80.0 200
LEVAE, CAROLYN N SWEETCHARLOTTEW RN F 0.0 80.0 200 15
ST LEWIS, JORNN L SWEETCHARLOTTEW RN F 0.0 80.0 200
P

LISTON, CATHERINEA ~ GWEET,CHARLOTTEW  T-N 645 B4.5 48.0

e Select the timecards of all employees that have used leave.

e Review the timecards and validate the leave recorded
against any leave request documentation (i.e. emails, leave
request notes, outlook calendar notes, etc.).

Step 4 - Using the Pay Period Close genie, validate all hours
recorded in the Total OT Hours column. Review each timecard
that reflects OT hours earned.

e Sort the Pay Period Close genie by the Total OT Hours
column.

e Select the timecards of all employees that have earned
overtime or compensatory leave.

e Verify that overtime hours recorded by the employee are
accurate. Make sure that employees have reduced hours
worked when leave was recorded for the day.

e Specifically, validate any Call Back Pay earned by the
employee. Refer to the Montgomery County Personnel
Regulations or the appropriate bargaining unit agreement
for eligibility.
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Step 5 - Review each employee timecard and validate any pay
differentials (i.e. shift differential) entered by the employee for
eligibility and accuracy.

e Review each employee timecard to verify any shift
differentials recorded by the employee. Validate that the
employee was eligible for the differential based upon their
hours worked during the day.

e Employees eligible for Multi-lingual Pay will receive the
differential automatically by MCtime. Multi-lingual pay
should not be added to the employee’s timecard except
when it is earned by an employee represented by the
MCGEO bargaining unit when they use the language
specifically in overtime status.

Step 6 — Contact the employee to make any corrections that are
necessary.

e |f the employee is not available to make the correction, the
supervisor may edit the employee timecard.

e A written explanation should be provided to the employee
if a supervisor performs an edit on an employee timecard.

e Employees will receive an email alert from MCtime if a
supervisor edits an employee’s timecard after the employee
has approved their timecard for the pay period.
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Moving Overtime Hours to Compensatory Hours

Employees who earn overtime can choose to take compensatory time
in place of overtime pay. Managers must move the hours from the
overtime pay code, as calculated by the system, to a compensatory pay
code. Employees do not have access rights to perform this edit.

Real-World Example

@ Robert Davidson worked 12 hours on Tuesday of
this week. Robert earns overtime at time and a
half as calculated by his pay rule. He has the
option of receiving compensatory time instead.
Robert does not have the necessary access rights
to move his hours from the overtime pay code to
the compensatory pay code. Carolyn must
allocate his hours correctly or he will be paid for
his overtime.

To move hours in MCtime, right-click the pay code name of the hours
to be moved located on the Totals tab. Notice that the hours are
moved from the Totals tab and not a specific date. Any number of
hours up to the total amount for the pay code can be moved regardless
of date cell selected

g e - - - - - — - -
Py Coude Tranafer [ Mopaae | TuedA7 | Wedi48  Thaids Fri 129 el 121 Sun i | Tots
@ [, Hours Wor 12.0 12

L]

s | Hours ¥ a7
& |5, | Matin Luth A1) 5
B0 120 a0 8.0 20 a7

Totals & Schoduln | Acousls | Asdis

T It Start Time | Ind Time | PayCode |
Mo 1R a
Account A Paycose | mmoun| weges Tug 1110 EO0AM 5 00PM
BAMAAGNGAILERA0030T I MonaMone:  Regular =TT T Wed 1111 | GO0AM P
BEASAEOEILDSL00I0T 1M onatanea. OT 1.5 an .89 Thu 1712 B O0AM & 00PN J
ASMSA0SILBS0030T Moneiiceel  HOL| Helid . 80 12744 TITE 00 T
ETRGTE

Hours to move
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Click Move.

The Move Amount dialog box opens. Click the drop-down arrow in
the Pay Code field. A list displays of the available pay codes. Click
the appropriate pay code, the number of hours to move and the
effective date.

=]
From:
Pay Code: OT ot 1.5 - Overtime

Amount (HH.hhy: 3.0

Transfer: FBSASANDDSTABEA00I0 T Hone Homne /-

Ta:

* pay Code: |CL3- Comp Ly Eame._

* mrnount (HHANE | 3.0]

* Effective Date: | 110872006 -
Tramsfer: -
Conmnents..
0K | Canced | Help |
[Java Applst Window

Click OK. The Move Amount dialog box closes and the timecard
displays. Click Save. The totals recalculate.

" Totals & Schedule | Accruals | Audits | Moved Amounts
|4l -
Account
- ANO0534/854003071/Mon OT at1.5- Overtime
LANODS3485400307 1/Mone CL3-Comp Lv Ear.. 3.0
- ANO0534/85400307 1/MonaMonel- . 3
LANODSZ4E5400307 1 MoneManel  Regular 2.0 1.146....
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Steps: Moving Overtime Hours to Compensatory
Hours

1. From the timecard, right-click the hours to move in the Totals tab.
A shortcut nenu displays.

2. Select Move from the menu.
The Move Amount dialog box opens.

3. Click the drop-down arrow in the Pay Code field.
A list of available codes is displayed.

4. Click the appropriate code.
The entry displays in Pay Code field.

5. Enter the hours to move in the Amount field.
The hours display in the Amount field.

6. Enter the date in the Effective Date field.
The date displays in the Effective Date field.

7. Click OK.
The timecard displays

8. Click Save.
The Totals tab is updated with the moved amount.

o® Focus

The Pay Code Move Matrix located in the
Appendix C of this guide should be used to
determine the appropriate pay code names to use
when performing Pay Code Moves.
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Approving Employee Timecards

The approval process is used to approve data within an employee’s
timecard. Approving a timecard acts as a digital signature that lets
payroll know a manager has done a final check of the timecard prior
to the processing of payroll. The approval process takes the place of
physically signing a paper timecard.

Managers are responsible for approving the previous pay period
timecards at the beginning of the new pay period.

Business Process

The approval of timecards by managers should be
completed by noon the Tuesday following the end
of the pay period. If the manager plans to be absent
on approval Tuesday, he or she should contact their
backup approval manager who has rights to
approve their employees.

Focus

An employee approval prevents the employee
from making edits to the timecard but not the
manager. A manager approval prevents both the
employee and manager from making further
edits.

Warning

Always review the pay period close genie prior to
approval. This genie contains important summary
information about employees. Verify hours are
correct and employees have approved their own
time.
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Approving Individual Employee Timecards

Approving an individual employee’s timecard can be performed in
two areas of the MCtime system.

. From the timecard

e  From a MCtime genie

To perform an approval in the timecard, open the employee’s previous
pay period timecard. Click the Approvals menu. Click Approve.

B
=0 BE_ 1
Period: | Frevious Fay Period - @ =
Save | Actions  Punch Amount Accruals Approvals  Reports
week starting: Sun 12/25 Approve [ B
Pay Code Transfer Sun 1225 emove Approval Irz? Wed 1228 | Thu12:29 Fri 1230 Sat 12131 Total

& | [y | Hours 'Waor.. 8.00] 8.00] 8.00] 8.00] 8.00 40.00/

& | [ | Christmas 0.00| 0.00

0.00| 8.00) 8.00) 8.00) 8.00) 8.00) 40.00

‘Week starting: Sun 101

Pay Code Transfer Sun 101 Mon 1702 Tue 1703 ‘Wed 104 Thu 105 Fri 106 Sat 107 Total
& | [y | Hours 'Waor.. 8.00] 8.00] 8.00] 8.00] 8.00 40.00/
8.00 8.00 8.00 8.00 8.00 40.00]

Totals | Accruals | Audits ‘

Al

Account “ Pay Code | Amnum‘
42/4260/10/426002001/MNoneiNone- REGULAR  80.00
42/4260/10/426002001/Moneonei- MULTILING... 80.00

Upon signing-off, a Sign Offs & Approvals tab is added to the
bottom, left portion of the workspace. Click this tab to display a table,
showing the action taken, date, time, user and date ranges.

(Totals r Accruals r Audits rsign-offs & Approvals |

AcionTaken | Date | Time |  Amount User StartDate | EndDate
Approval by Manager 1/19/2006 12:58PM cfrost 12i25/2005  1/07f2006
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Approving Timecards from a MCtime Genie

Instead of approving individual employees one at a time, a manager
may wish to approve an entire group together.

From the pay period close genie, select the pay period to approve.
Select the employees to approve. To select multiple employees, hold
the CTRL key and click the employees’ names.

B
- 0 @ =
Actions Amount Accruals | Approvals Person
Hame Approve —tjer| Employee Manager AppruvingJ Total Reg Total Total Hrs

Remave Approval la...  Approval Approval |Manager Ha..| Hrs Worked Leave Towards Sched
Andrews, Jacoh 10 = 80.00 GBI+
Bowen, Meredith 110 10
Brickle, Genny 11 10
Davidson, Robert 101 10 g0.00 Ell
Fargo, Julie 104 10 60.00 ]
Frost, Caralyn 102 = 60.00 ]
Gates, Paul 105 10
Gleasan, Erin 120 10 80.00 8l
Griffin, Doug 106 10 80.00 a1
James, Janice 114 10 g0.00 al
Jahnson, Jimmy 109 10
Jordan, Troy 121 10 72.00 EN
Klein, Rehecca 119 10 80.00 1
Ledger, Heath 107 10
Major, Alicia 114 10 80.00 a1
hartin, Todd 118 10
MeCay, Andrea 112 10 |
| | |

Click Approve on the Approvals menu.

A confirmation dialog box appears stating “Are you sure you want to
Approve?” Click Yes.

workforce Central x|

Are you sure you want to Approve ?

(Ctes]) o |

& Ok
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Steps: Approving Individual Timecards
1. From the timecard click the Approvals menu.

The Approvals menu displays.

2. Click Approval.

The employee’s timecard is approved. A Sign Offs & Approvals
tab appears at the bottom left portion of the workspace.

Steps: Approving Timecards from a MCtime genie

1. From a MCtime genie, select the pay period to approve. Select the
employees to approve. To select multiple employees, hold the
CTRL key and click the employees’ names.

The names of the selected employees have a yellow background.

2. Click Approve.

A confirmation dialog box appears stating “Are you sure you want
to Approve?”

3. Click Yes.

The employees’ timecard(s) are approved.
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Exercise 1: Move Overtime Hours to
Compensatory Hours

Scenario

Step

Expected
Results

Notes:

Your task is to move hours from overtime pay to
compensatory hours. Erin Gleason worked 12 hours on
Wednesday. Instead of receiving overtime pay she wants
compensatory time. Move her overtime hours to
compensatory.

Open the timecard and move the OT at 1.5 — Overtime
hours to CL3 — Comp Lv Earned-1 hr EQ 1.5.

The hours are moved.
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Exercise 2: Approve Timecards for a group of
Employees

Scenario  Your task is to approve timecards of several employees
at once. Approve the first five employees from the Pay
Period Close genie.

Step Open the Pay Period Close genie for the previous pay
period and approve.

Expected The timecards are approved and can be verified on the
Results Sign Offs & Approvals tab on the timecard.

Notes:
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Skill Drill

Below are some questions to reinforce the information presented
in Module 7. This book and the MCtime application may be used
to complete the questions. The instructor will discuss the answers
upon completion.

1. Managers are responsible for insuring that their employee’s
accurately complete and approve their timecards every pay
period.

2. True or False. Managers can move overtime hours to
compensatory hours for an employee.

3. True or False. An e-mail is sent to the employee when a
manager modifies and saves changes to the employee’s
timecard.

4. An approval is the digital equivalent of a:

5. What is the backup approvers procedure?
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Module Objectives
At the end of this module participants will be able to:

Access the reports application
Identify the various report categories
Expand and collapse report categories
Run reports in MCtime

Review reports on the screen
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Reports

Reports display time and attendance information for employees based
on pre-selected and user selected parameters. The data is prepared in
an easy to read format for online viewing or printing.

Reports vs. Genies

Genies, covered in Module 5 Genies, display summary information
that can be used as a tool to quickly view employee related time
information. They are designed to present information for review and
selection purposes. Genies are similar to on-screen reports in that
they provide up-to-date information on employees. Genies, however,
are not formatted for printing nor do they have certain types of totals
information. Genies constantly update based on changes in the
MCtime database.

Reports are designed to present summary data for printing. Reports
can be displayed and printed. Unlike genies, employees cannot be
selected from reports. Reports represent static information: once the
report is run its data is frozen and represents information as of the
time of report creation.

Accessing Reports

There are two ways to access available reports:

e Reports link on the navigation bar
e Reports launch button
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Reports Link

Accessing reports using this method allows managers to use a query
to select the employees they want to view on the report. To access the
reports application using the link, click Reports on the navigation bar.

,.-:g,MCtime

Log Off
Change Password

- My Genies®
Pay Period Close
Timecard Approvals
Check Overtime
People Attributes
Leave Balances
Leave Used
People Profile
QuickFind
Pay Rule Assignment
+ Scheduling
Reports
+ My Information
Help

The reports application is launched.
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Reports Launch Button
Reports can also be accessed using the Reports launch button.

To access reports using the Reports launch button click the name of the
employee(s) in the genie workspace. To select multiple employees, hold
the Ctrl key and click additional names. Click the Reports launch
button.

Reports
launch button

Select the employees
to display on the report

Pay Perlod Close Regutar, Full Time Employees Timecard Schedule  Peogls
Lawi Refreshed: 8:325M ]
RIS ST Privinus Pay Penod bdl [Refrosh)
”T Total Total m Expected Total
(Bl Hame s Mansger Hame FIPT Reg Lunage Hre por ar
Soen Hours Hoors | g ige  PawPeriod  Hours

| Androws, Jacob Frost, Carohm RN F 80.0 800 80.0
:BMH. Momadith Jatobs, Andrirw RN F 00 0.0 B0.0

Brickle, Giriny Richardson, Brad RN F |00 0.0 B0.0
Danidson, Robet Frosi, Carohmn (=811 F BOD ein 800
| Frost, Carolyn Managir, Jand RN F B00 BO0.O 800
Gleason, Erin Kioin, Rebecca (=871 F B00 BOO BO.0

Griffan, Doug Frasi, Caroln RN F Ban
l.lamn:, Jamice Frost, Carohm RN F 200 20,0 20,0

Jardan, Troy Jacobs, Andriw RN F 720 Bo 0.0 80,0
| Klgin, Rebecca Blanager, Jang (=80 F AB000 &00 800

Lisdgir, Hidth Jacobs, Andrirw RN F 200 B0.O 800 EO
Mlajor, Alicia Frosi, Carohn (=801 F B00 i) 8on

Maitin, Todd Frasl, Carahn RN F 800 B0.O 800

MeCoy, Andrea Frosi, Carohm (8 0] F Q&0 SE.0 gE0

Price, Bttt Jacobs, Andri RN F 200 E0D 800
Fichardson, Brad Frosy, Carohm RN F 200 20,0 800
|

The Reports application is launched.

& Warning

Employees’ names must be selected in the genie
before the launch button is used. Otherwise, the
No rows are selected message displays.
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Report Categories

Reports are grouped into different categories. Categorizing allows
easier access to different types of reports.

The following table provides examples of report categories.

Category Description

All All reports listed alphabetically by name.

Reports that correlate to time and
attendance information. Some of these

Detail Genie reports are also listed under the Timecard
category.
Reports containing specific employee
Roll-Up Genie information or totals information by labor

account.

Reports pertaining to scheduling
information. The reports listed are also
listed under the Individual Schedule
category.

Schedule Genie

Correlates to time and attendance
Timecard information. The reports listed are also
listed under the Detail Genie category.
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Expanding/Collapsing Report Categories

Report categories are expandable and collapsible. Each category has
a + or — symbol preceding the name. The + symbol indicates the
subsets of the category can be expanded. The — symbol indicates all
subsets are displayed.

Reports in the All Categories
category are not  — Al
visible Accruals
Configuration
Data Collection
Detail Genie
Reports in the Roll-Up Import

Genie category are  H=—Roll-Up Genie
visible Employee Hours by Job

Employee Hours by Labor Account

Employee Sign-Off

Hours by Job

Hours by Labor Account

Hours by Labor Account with Graph Summary
Scheduler
Timecard

To expand a report category, click the + symbol preceding the
category.

To collapse a report category, click the — symbol preceding the
category.
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Running Reports

To run a report, expand the appropriate category. Click the desired
report name. The report’s description appears.

Select Report

Run Report | Refresh | E-mail... | Send To Printer... | Print Sereen... |

Categories

an

Accruals Accrual Debit Activity Summary

Description:  Displays the accrual code abbreviations (and pay codes dehited) and the amount of time dehited
for each employee inthe format of a monthly calendar. The accrual code abbreviations appear
=] onthe date thatthe accrual dehit oceurred,

Debit Activity Summary
Accrud Detail

Accrud Summary

Emplojee Schedule - Monthly
Employee Schedule - Weekly
Employee Transactions and Totals
Holiday Credits

Hours by Labor Account

Primary; Account Detail

Timeedrd Audit Trail
Timecqrd Signoff:Approval Audit Trail

Report name Report déscription

To select employees choose a query from the Show drop-down list.

Show: All Harne

Time Period: All Home
All Home and Transferred In

The chosen query displays in the Show field.
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Select the appropriate time period from the Time Period drop-down
list.

Previous Schedule Period
Zurrent Schedule Period
MHext Schedule Period

Today
Yesterday
Waekto Date
Lastiweek

1192006, Specific Date

mary 11912006 - 1/19/2006, Range of Dates

0 days before Run Date - 0 days after Run Date
0 days after Run Date

hily
ki

o Trdal

The selected time period displays in the Time Period field.
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Click Run Report on the Select Report menu.

Set Options |
Run Report | resh | Schedule... | E-mail... | Send To Printer... | Print Screen...

v

The Check Run Status window opens.
The Check Run Status Window

Report generation requires processing time. The status of the report
generation displays in the Check Run Status window.

Report name Date and time the report
finishes processing

Check Run Status

View Report | Refresh Status | Delete | Print Screen... |

Report Hame Format Date In i Date Done Status | Output
Accrual Debit Activity Surmmary pf Thu 1119/2006 02:25:46FM Thu 1718/2006 02:28:4TFM Complete |Screen
Date and time the Status of report
report was requested request

The Status column of the Check Run Status table is important. It
displays the current status of the report. The report is not available to
view until the Status column displays complete.
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The following table describes the status results that may display in the
Status column.

Status Description

Waiting The report has been queued for
processing.

Updating The report is waiting for up-to-date totals.

Running The report is generating.

Complete The report is finished.

. There is an error in the generation of the

Failed

report.

If the status is set to Waiting click the Refresh Status option on the
Check Run Status menu to update the status. Once the status is set
to Complete continue to the next step.

Click View Report on the Check Run Status menu.

Check Run Status

View Report | Refresh Sltatus | Delete | Print Screen...

View report on the Updates the
screen Status column
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Adobe Acrobat launches in a new window. The report displays on the

Accrual Debit Activity Summary Data Up fo Date 1192006 237 05PM
Prinlea Y2006 237.06PM
Friritess for. trost
Tiere Periocd Currenl Pay Pericd
Query All Home:
Klein, Rebecca o 118
Accrual Code Day of Effective Date Amount Pay Code that Affected
Week Acerual
ANNUAL
Wednesday 12006 8.00 ANNUAL LEAVE
Number of Accrual Debits Taken on;
Sunday Monday Tussday Thursday Friday Saturday
Martin. Todd 10: 118

If the report does not display, verify popups are allowed on the page.
All reports published in PDF require Adobe Acrobat. Adobe Acrobat
should launch automatically unless the computer does not have it
installed. If the computer does not have Adobe Acrobat installed,
contact the department’s IT specialist, or the Help Desk at 7-2828.

Page 8-12



MCtime for Managers
Module 8: Reports

Steps: Running Reports Using the Reports Link

1.  Click the Reports link on the navigation bar.

The reports application appears.

2.  Click the + sign preceding the desired report category.

The report category expands.

3. Click the preferred report.
The report displays a yellow background and the report
description appears in the right window.

4.  Select a query from the Show field.

The selected query displays in the Show field.

5. Select a time period from the Time Period field.
The selected time period displays in the Time Period field.
6. OPTIONAL: Click the Set Options menu. Set preferred
options.
Available options display.
7. Click Run Report on the Select Report or the Set Options
menu.

The Check Run Status window displays.
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8. Click Refresh Status on the Check Run Status menu.

The status displays as Complete.

9.  Click View Report on the Check Run Status menu.

Adobe Acrobat® launches. The report displays on the screen.
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Steps: Running Reports Using the Reports
Launch Button

1.  Click any genie link from the navigation bar. Genies include:
Pay Period Close and QuickFind.

The genie displays.

2. Click the appropriate employee(s) name.

The employees are highlighted in yellow.

3. Click the Reports launch button.

The Reports application launches.

4.  Click the + sign preceding the desired report category.

The report category expands.

5. Click the preferred report.
The report displays a yellow background and the reports
description displays in the right window.

6.  Verify that Previously Selected Employee(s) displays in the
Show field.

Previously Selected Employee(s) displays in the Show field.

7. Select a time period from the Time Period field.

The selected time period displays in the Time Period field.
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10.

11.

OPTIONAL: Click the Set Options menu. Set preferred
options.

Available options display.

Click Run Report on the Select Report or the Set Options
menu.

The Check Run Status window displays.

Click Refresh Status on the Check Run Status menu.

The status displays as Complete.

Click View Report on the Check Run Status menu.

Adobe Acrobat® launches. The report displays on the screen.
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Exercise 1: Run a Time Detail Report Using the
Reports Link

Scenario

Steps

Expected
Results

Notes:

Your task is to run a Time Detail report for All Home
employees for the previous pay period.

Generate a Time Detail report for All Home
employees. Select the appropriate time period. View
the report on the screen.

The Time Detail report for All Home employees
displays on the screen.
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Module 8: Reports

Skill Drill

Below are some questions to reinforce the information presented in
Module 8. This book and the MCtime application may be used to
complete the questions. The instructor will discuss the answers upon
completion.

1. True or False. There is one way to access reports in the MCtime
system.

2. True or False. Employee names must be selected before clicking
the reports launch button.

3. Which report category holds all system reports?

4. List the five types of report statuses.
1.

o k> w0

5. Inorder to verify that a report has completed which option should
be chosen?
A. View Report
B. Refresh Status
C. Check Run Status

6. What is the difference between a genie and a report?
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Module 9: Conclusion

Module Objectives
At the end of this module participants will be able to:

v Understand leave requests

v Understand contract disclosures

v Know where to find help and more
information about MCtime







MCtime for Managers
Module 9: Conclusion

Conclusion

MCtime enables employees and managers to use a web browser to
enter, review, edit, and approve their time.

Topics for Review

e Access

o0 New hires should have access to MCtime prior to the
end of their first pay period. Until their MCtime
account is established, new hires may use the MCtime
Manual Time Tracking Form.

0 You may access the MCtime website by clicking on
the link located on the County’s intranet portal. You
may also access MCtime via the MCtime website.

e Navigation/Timeouts

o MCtime will time out if there is a period of inactivity.
The duration of inactivity before timeout is determined
by the DTS security team and may change periodically.

o0 Logging off MCtime must be done properly by
clicking the Log Off link located at the top of the
navigation bar.

o0 General help and context specific help is available
through the MCtime application by clicking the Help
link in the upper right hand corner. Additional
information is available through the MCtime website
or by contacting the Montgomery County Help Desk at
240-777-2828.
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e Timecard

o0 Pay Rules define how employees are paid for overtime
and holiday pay and work in conjunction with the
employee’s work schedule. MCtime uses pay rules to
calculate employee’s hours and assign them to the
appropriate pay codes for payroll purposes.

0 Pay Codes hold the hours accumulated by employees
throughout the pay period. Some examples are
Regular, Sick Leave, Annual Leave, and Personal
Days.

0 Labor Levels are categories that define Montgomery
County’s cost centers and accounting structure for
Payroll purposes. The labor levels are Department,
Division, Manager, Index Code/Activity Code, Project
Code/Project Code Detail, and Grant Year.

o Durations are the number of hours worked or leave
taken in a day.

o0 Managers and employees have a different timecard
display. The manager view is needed for the additional
functionality. Employees have a different screen to
enter and approve their time.

e Schedules

0 Schedules are maintained in MCtime and are pre-
populated on the timecard for all regular full-time and
part-time employees. It’s critical that accurate
schedules be maintained since the employee schedule
provides a basis for overtime calculations and holiday
benefits. Schedules are not maintained in MCtime for
temporary full-time or part-time employees.
Temporary employees must enter hours worked daily.

0 A Schedule Change Request form should be submitted
to permanently change the employee’s schedule that is
displayed on the timecard when necessary. The form
is available on the MCtime website in the Resources
section.
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e Managers and Administrators

o Payroll Sign-Off disables timecards from any new
edits. Corrections to timecards that have been signed
off by Payroll must be submitted via the Timecard
Correction Request form. The form is available in the
Resources section of the MCtime website.

0 Managers and employees may run and print reports
that provide basic payroll information.

0 The Pay Period Close genie is the most widely used
tool to view employee’s timecards at the end of the pay
period. The default time period for the Pay Period
Close genie is the previous pay period.

0 Leave requests follow current departmental
procedures. Accrual balances can be viewed in
MCtime prior to making leave requests to verify
adequate accrual amounts.

e Approvals

0 Managers and employees approve their own timecards
each pay period. Managers must also approve their
employee’s timecards prior to the sign-off deadline.

0 When an employee approves their timecard and then a
manager makes a change, an audit trail is stored in
MCtime and an email notification is sent to the
employee.

0 Timecards cannot be processed by Payroll without a
manager’s approval.

Page 9-5



MCtime for Managers
Module 9: Conclusion

Contract Disclosures

This training document does not constitute or change any express or
implied contract.

The training material provides general guidance for employees
concerning the County’s electronic timecard system. It is not
intended to change or otherwise modify any law, rule, regulation or
bargaining agreement that may impact the subject matter contained in
this document. If there is an inconsistency, the law, rule, regulation or
bargaining agreement will prevail.
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MCtime for Managers

Appendix A

Minutes to Decimal Conversion Chart

Below is a chart to help you convert minutes to decimals for use with

MCtime.

Minutes Decimals Minutes Decimals
1 0.02 31 0.52
2 0.03 32 0.53
3 0.05 33 0.55
4 0.07 34 0.57
5 0.08 35 0.58
6 0.10 36 0.60
7 0.12 37 0.62
8 0.13 38 0.63
9 0.15 39 0.65

10 0.17 40 0.67
11 0.18 41 0.68
12 0.20 42 0.70
13 0.22 43 0.72
14 0.23 44 0.73
15 0.25 45 0.75
16 0.27 46 0.77
17 0.28 47 0.78
18 0.30 48 0.80
19 0.32 49 0.82
20 0.33 50 0.83
21 0.35 51 0.85
22 0.37 52 0.87
23 0.38 53 0.88
24 0.40 54 0.90
25 0.42 55 0.92
26 0.43 56 0.93
27 0.45 57 0.95
28 0.47 58 0.97
29 0.48 59 0.98
30 0.50
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Appendix B

Pay Code Descriptions

The column headings on the Pay Code Descriptions listing are explained below.

PAY CODE NAME
The name of the Pay Code as displayed in MCtime.

DESCRIPTION
A brief description of the Pay Code name, for example, when it may be used, employees that
may access the pay code for use, etc.

USED IN PLACE OF OR IN ADDITION TO “HOURS WORKED”

Pay codes used in place of hours worked generally indicate leave usage by the employee.
Hours recorded using pay codes in place of hours worked must be deducted from the
scheduled hours that pre-populate the timecard. Annual Leave is an example of a pay code
that is used in place of hours worked.

Hours recorded using pay codes that are in addition to hours worked are used in conjunction
with recorded hours worked. Shift differential pay is an example of a pay code that is used in
addition to hours worked. These hours must be recorded on an additional row on the timecard
that is separate from the hours worked row.

MCPR REFERENCE (OR MCGEO CONTRACT)

This column references the section of the Montgomery County Personnel Regulations
(MCPR) that relate to the usage of the pay code. Some pay codes are bargaining unit specific
and no reference exists in the MCPR; in that case, reference is made to the specific bargaining
unit agreement and article number. The use of MCGEO in this column refers to the
agreement between the Municipal & County Government Employees Organization and
Montgomery County Government.

PAY STUB DESCRIPTION
Shows the Pay Code Name as it will appear on the payroll check/advice stub.
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MCtime for Managers
Appendix C

Pay Code Move Matrix

Changing Overtime Pay to Compensatory Leave Earned

Generally, all overtime hours worked by non-exempt employees will be paid by MCtime
in the form of overtime pay. An employee may elect to earn compensatory leave in lieu of
overtime pay with supervisory approval. To reclassify the overtime hours from pay to

compensatory leave, the supervisor must perform a Pay Code Move by selecting the

appropriate Compensatory Leave Pay Code that matches to the corresponding Overtime

Pay code as reflected below.

OVERTIME PAY MOVE COMPENSATORY LEAVE
TO

OT at 1.5 - Overtime -> CL3 - Comp Lv Earned-1 hr EQ 1.5
OT at 1.5 36 HR Week - Overtime > CL3 - Comp Lv Earned-1 hr EQ 1.5
OT at 1.5 44 HR Week - Overtime -> CL3 - Comp Lv Earned-1 hr EQ 1.5
OT at 1.5 on Unscheduled Day -> CL3 - Comp Lv Earned-1 hr EQ 1.5
Call Back Pay > CL3 - Comp Lv Earned-1 hr EQ 1.5
OT - DOCR - Paid Meal Break -> CL3 - Comp Lv Earned-1 hr EQ 1.5
Overtime Premium at .5 -> CL1 - Comp Lv Earned-1 hr EQ .5

Overtime Due to Schedule Change > CL1 - Comp Lv Earned-1 hr EQ .5

OT at 1.0 - Overtime -> CL2 - Comp Lv Earned-1 hr EQ 1.0
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Changing Compensatory Leave Earned to Overtime Pay

Generally, all overtime hours worked by exempt employees will be paid by MCtime in the
form of compensatory leave. An employee may elect to earn overtime pay in lieu of
compensatory leave with supervisory approval if the cost of overtime pay can be
accommodated within the department’s existing budget appropriations and the amount of
overtime work needed is so great that the employee would not be able to use the
compensatory time earned during the leave year. To reclassify the overtime hours from
compensatory leave to overtime pay, the supervisor must perform a Pay Code Move by
selecting the appropriate Overtime Pay Code that matches to the corresponding
Compensatory Leave Pay Code as reflected below.

COMPENSATORY LEAVE MOVE TO OVERTIME PAY

CL3 - Comp Lv Earned-1 Hr EQ 1.5 OT at 1.5 - Overtime

CLE - 1.5 36 HR Week OT at 1.5 - Overtime

CLE - 1.5 44 HR Week OT at 1.5 - Overtime

CLE - 1.5 Unscheduled OT at 1.5 - Overtime

CL2 - Comp Lv Earned-1 hr EQ 1.0 OT at 1.0 - Overtime

CLE - 1.0 36 HR Week OT at 1.0 - Overtime

CLE - 1.0 44 HR Week OT at 1.0 - Overtime

N NN N N

CLE - 1.0 Unscheduled OT at 1.0 - Overtime
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Changing Holiday Premium Pay to Compensatory Leave

All holiday hours worked by an employee will be paid as Holiday Premium Pay by
MCtime. If a department director cannot pay premium pay to an employee for holiday
work because of special or significant budgetary limitations, the department director must
credit the employee with compensatory leave in lieu of holiday premium pay. To
reclassify the holiday hours worked from Holiday Premium Pay to Compensatory Leave,
the supervisor must perform a Pay Code Move by selecting the appropriate Compensatory
Leave Pay Code that matches to the corresponding Holiday Premium Pay code as reflected

below.
HOLIDAY PAY MOVE TO COMPENSATORY LEAVE
HDP - Holiday Pay -> CLH - Comp Lv Earned For Holiday
Tzl - Holiday Premium Pay at > CL3 - Comp Lv Earned-1 hr EQ 1.5
HP2 - Holiday Premium Pay at >

2.0

CL4 - Comp Lv Earned-1 hr EQ 2.0
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Appendix D

Genie Descriptions

MCtime genies are used by managers to view employee timecard information for a group
of employees without having to access individual timecards. They provide a starting point
for viewing and accessing information in MCtime and can assist the manager with
streamlining the timecard review process. Following is a list of genies that are currently
available in MCtime. Additional genies may be added to MCtime as needs arise.

Pay Period Close
Timecard Approvals
Check Overtime
People Attributes
Leave Balances
Leave Used

People Profile
Quick Find
Schedule Editor
Assigned Schedule
Pay Rule Assignment

Column descriptions for each of these genies are provided on the following pages.

Page D-1



MCtime for Managers

Appendix D

Pay Period Close Genie

Column Description
Name
Employee The name of the employee.
Name
Manager The employee’s manager name.
Name
Indicates whether the employee is a Regular (R) or Temporary (T)
R/T — Seas
employee and whether they are a Seasonal employee (Yes or No).
FT or PT Indicates whether the employee is full-time (F) or part-time (P).
Total Reg The_= numbe_r of regular hours the emplo_yee has worked durir_lg the ti_me
Hours Eerlod. This number excludes all overtime, leave and pay differential
ours.
Total Leave The number of leave hours reported on the employee’s timecard for
Hours the time period.
Total Hours The sum of the hours reported in the “Total Reg Hours” column and
toward the “Total Leave Hours” column.
Schedule
The number of hours the employee is expected to work in a given pay
Expected Hrs period. For all regular, full-time employees (excluding Fire and
Rescue), the expected pay period hours should be 80.0. The hours
per Pay . : 4
Period reflc_acted for part-time employges are based upon their fuII-tlme
equivalency percentage stored in the HRMS/Payroll system, (i.e. 50%
of 80 hours = 40.0 hours).
The number of overtime hours worked during the time period for
Total OT ; . D : .
Hours \IIZZ\I/%h the employee will receive either paid overtime or compensatory
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Timecard Approvals

Column Name

Description

Employee The name of the employee.

Name

Department The employee’s “home” department name.

Approved by A checkmark displays when the timecard has been approved by the
Employee employee.

Manager Name

The name of the employee’s manager.

Approved by

A “1” indicates that the manager has approved the employee’s
timecard. A “2” indicates that two different managers have

Manager . y e
reviewed and approved the employee’s timecard.
A checkmark indicates that the employee’s timecard has been
Signed Off by | submitted to Payroll and has been signed off for processing. No
Payroll further edits are allowed to the timecard by the employee, manager

or payroll once the sign off has been applied to the timecard.

Check Overtime

Column Name

Description

Name The name of the employee.
OT Hrs Paid The number of overtime hours worked that will be compensated in
oT the form of overtime pay.
The number of overtime hours worked that will be compensated in
the form of compensatory leave. This does not necessarily reflect
OT Hrs Comp .
the number of compensatory leave hours earned since many
Lv Earned
employees earn compensatory leave at a rate of 1.5 hours for each
hour worked.
Total OT Hrs The total number of overtime hours worked. This is the sum of the
OT Hrs — Paid OT and the OT Hrs — Comp Lv Earned columns.
Holiday Displays the number of hours worked on a holiday that will be paid
Premium Pay as Holiday Premium Pay at 1.5 times the employee’s hourly rate.
HP1
Holiday Displays the number of hours worked on a holiday that will be paid
Premium Pay as Holiday Premium Pay at twice the employee’s hourly rate.
HP2
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People Attributes

Column Name Description

Employee The name of the employee.

Name

Division The employee’s “home” division and section number.
Section

Indicates if the employee is a Regular (R) or Temporary (T)
R/T — Seas employee and whether they are a Seasonal employee. Seasonal
employee status is identified as “Yes” or “No”.

Indicates whether the employee is a full-time (F) or part-time (P)

FT/PT
employee.

Indicates whether an employee is eligible for Multi-lingual Pay
Differential at the basic (B) or advanced (A) level for all worked
hours. A blank indicates that the employee is not eligible for Multi-
lingual Pay Differential.

ML

Displays the employee’s FLSA status for overtime purposes and
salary grade. An “E” indicates that the employee is exempt; an “N”
indicated that the employee is non-exempt. Overtime pay is the
default form of overtime payment for non-exempt employees.
Compensatory leave is the default form of overtime payment for
exempt employees (MCGEOQO and unrepresented employees).

FLSA/Grade

Displays the Manager Class Code for department managers and
administrators with special levels of access in MCtime. Most
frequently used codes include:

DM - Department manager with expanded access
Manager Class DA - Department adm_in_istrator

Code SC - Scheduling Administrator

PA — Payroll Administrator

PM — Payroll Manager

FA — Functional Administrator

TT — Transit Timekeeper

DD - Dept Director with Self-Certification

DT — Department Timekeeper

For Job 2 employees only — displays the department and job class

Job 2 for the employee’s second job.
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Leave Balances

Column Name Description

Employee The name of the employee.

Name

Hire Date Displays the employee’s most recent employment date.

Reflects the number of annual leave hours available for usage as of

Annual Leave | payroll run.

Reflects the number of sick leave hours available for usage as of the

Sick Leave
last payroll run.

Reflects the number of compensatory leave hours available for

compLeave | sage as of the last payroll run,

For Department Directors and MLS employee participating in the
PTO Retirement Savings Plan only. Reflects the number of Paid Time
Off hours available for usage as of the last payroll run.

Reflects the number of personal leave days available for usage as of

Personal Days the last payroll run.

Reflects the number of religious leave hours available for usage as
of the last payroll run.

Religious Leave
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Leave Used

Column Name

Description

Employee The name of the employee.
Name
T . The number of administrative leave hours used during the selected
otal Admin . . o
period. This includes all types of administrative leave.
The number of sick leave hours used during the selected period.
Total Sick These hours also include sick leave hours used as Family Sick
Leave.
Total Annual The number of annual leave hours used during the selected period.
Total PTO The number of paid time off hours used during the selected period.

Total Personal

The number of personal leave hours used during the selected period.
Personal leave should always be used as whole days.

Total Comp
Leave

The number of comp leave hours used during the selected period.

Holiday Leave

Represents the number of hours the employee was scheduled to
work but did not work on a County observed holiday.

Military Leave

The number of military leave hours used during the selected period.

Total Other The number of other paid leave hours used during the selected
Leave period, i.e. Disability Leave and Religious Leave.

Total Unpaid Total number of unpaid leave hours used by the employee, i.e.
Leave Leave without Pay.

Total Leave Total number of paid and unpaid leave hours used by the employee.

Represents the sum of all preceding leave columns in the genie.
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People Profile

Column Name

Description

Employee The name of the employee.

Name

Dept-Division- | The employee’s “home” department, division number and section

Section number.

Manager Name | The employee’s manager name.

Manager The employee’s manager position number.

Position

Number

Job Title The employee’s job title.

H The employee’s home or default index code. (For Department of
ome Index / : L - . .

Activity Public Works divisions that use activity codes in place of index

codes, this field will reflect the employee’s home activity code.)

Home Project
Code

The employee’s home project code.

Home Grant Yr

The employee’s home grant year.

Transfer Set

Represents the name of the set of index codes, project codes and
grant detail that may be selected.

Quickfind

This genie is used to perform a search on an employee name or employee 1D within MCtime.

A wildcard (*) may be used to facilitate the search.

Example - To search for all employee with last names that begin with J, enter “J*.

Column Name

Description

Employee The name of the employee.

Name

ID The employee’s MCtime identification number.
Department The employee’s “home” department name.

Job Title The employee’s job title.

Division- The employee’s “home” division/section number.
Section

Index Code The employee’s “home” index code number.
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Schedule Editor

Column Name Description
By Employee Tab
Name The name of the employee.
Expected PP . .
Hrs Lists expected pay period hours.
Totals Displays total scheduled hours for the selected period.
Date Cells Displays daily shifts for dates selected.

Assigned Schedule

Column Name Description
Elmployee The name of the employee.

ame
Division The employee’s “home” division number.

Schedule Group

The employee’s assigned schedule group.

Indicated whether the employee is a Regular (R) or Temporary (T)

RIT employee and whether they are a Seasonal employee as indicated with
a “Yes” or “No”.
FT/PT Indicates whether the employee is full-time (F) or part-time (P).

Std Pay Period
Hours

Lists Standard Pay Period Hours — i.e. 80 hours for all full-time
regular employees.

Pay Rule

Lists the Pay Rule assigned to the employee.
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Pay Rule Assignment

Column Name Description

Employee The name of the employee.

Name

Pay Rule Lists the Pay Rule assigned to the employee.

Division The employee’s “home” division number.
Indicated whether the employee is a Regular (R) or Temporary (T)

R/T-Seas employee and whether they are a Seasonal employee as indicated with
a “Yes” or “No”.

FT/PT Indicates whether the employee is full-time (F) or part-time (P).
Displays the employee’s FLSA status for overtime purposes and
salary grade. An “E” indicates that the employee is exempt; an “N”
indicated that the employee is non-exempt. Overtime pay is the

FLSA/Grade !
default form of overtime payment for non-exempt employees.
Compensatory leave is the default form of overtime payment for
exempt employees (MCGEOQO and unrepresented employees).
Indicates whether an employee is eligible for Multi-lingual Pay

ML Differential at the basic (B) or advanced (A) level for all worked
hours. A blank indicates that the employee is not eligible for Multi-
lingual Pay Differential.

Schedule Group | The employee’s assigned schedule group. \

Job Title The employee’s job title. |
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Glossary

Below are terms common to payroll and the MCtime system.

Accruals — Leave balances such as Annual, Comp, PTO, and sick are displayed in the
Accruals tab of the timecard.

Approval — Disables a timecard from further edits. Employee approvals prevent the
employee from editing, but a manager may still make changes before submission to payroll.

Audits Tab — Displays all of the edits made to a timecard by the employee, manager or
payroll.

Calculate Totals — Recalculates the timecard to display accurate totals. Calculating totals
does not save changes to the database.

Compensatory Leave — Time off earned by an employee in lieu of overtime pay.

Current Pay Period — The pay period for the current two week pay cycle for which today’s
date falls.

Duration — The manner in which hours are reported in MCtime for a given work day.
Duration is reported in hours versus start and stop times.

Effective Date — Initial date when a specific change takes place. For example, when working
with schedules, the date the selected employee(s) are assigned to a new schedule group. In
general, effective dates should always be the beginning of a pay period.

Employee — A person who works for the County and approves only their own timecard.

Employee View — The timecard display used only by employees which is different from the
manager view. Employees may edit their own timecard, view accrual balances and timecard
totals for their own timecards only.

Exempt Employee — An employee who is not required to receive overtime compensation
under the Fair Labor Standards Act (FLSA) because of an exemption in the law.
Montgomery County Personnel Regulations provide for overtime payments to most exempt
non-MLS employees for excess hours worked even though not required by law to do so.
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Expected PP Hrs — The number of hours an employee is scheduled to work in a given pay
period. The Expected PP Hrs for most full-time employees is 80 hours. The Expected PP Hrs
for part time employees is equal to their full-time equivalency as reflected in the payroll
system multiplied by 80 hours.

Full-time Employee — A person serving in a County career position (including a term
position) that requires employment for forty or more regularly scheduled hours per week on a
continuing year round or school year basis.

Genie — A tool in MCtime that allows a manager to view information on an entire group of
employees without having to access each individual timecard.

Gold Bar — A thin gold line that displays at the top of the screen indicating that changes have
been made to the timecard but have not been saved.

Grant Year — A labor level that represents the fiscal year of a grant.

Group Edit — Modifying more than one timecard with the same change. A group edit may
be used to approve all employee timecards at one time.

Header — The top portion of the MCtime screen that is made up of four separate
components; the Show field, Time Period field, Menus, and Launch buttons.

Index Code — A labor level representing the nine digit code that identifies your primary
work activity for accounting purposes.

Kronos — The software vendor that produces and sells MCtime. The Kronos title for the
application is Workforce Timekeeper.

Labor Account — A combination of one labor entry from each labor level.
Labor Account Transfer — Performed when an employee works in an account different
from their primary labor account. Used when an employee needs to charge hours to a

different index code (or activity code), project code, or grant year.

Labor Level — A category that defines Montgomery County’s cost centers and accounting
structure. Also used to define managers for timecard approval purposes.

Launch Buttons — Shortcuts used to open specific applications in MCtime. Launch buttons
are for Timecard, Schedule, People, and Reports.
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Log Off — Link that allows a user to appropriately exit MCtime. To maintain information
employment for less than forty regularly scheduled hours per week on a continuing year
round or school year basis.

Pay Code — Holds the hours accumulated by employees throughout the pay period. As an
employee works, hours are placed into pay code buckets as determined by the employee’s
pay rule.

Pay Code Edit — Performed to adjust or add hours from or to specific pay codes such as
annual leave, sick leave, or shift differential.

Pay Period Close Genie — Used to review the status of employee’s timecards at the end of
the pay period.

Pay Rule — A set of business rules used by MCtime to correctly determine hours that are
applicable to a specific employee group. The business rules determine if, when, and how
overtime is calculated, when holiday leave and holiday premium pay is earned, and how
multilingual pay is calculated.

Payroll — The section within the Department of Finance/Division of the Controller that
processes and distributes bi-weekly payroll checks, pay advices and deposits to County
employees.

Payroll Sign-off — A process by which Payroll disables all timecards to prevent future edits.
The payroll sign-off initiates the final payroll process.

People Launch Button — Shortcut link used to open the People Record.

People Record — Contains information specific to each employee. This information includes
the employee’s name, primary labor account and pay rule.

Previous Pay Period — The pay period for the two week pay cycle immediately preceding
the current pay period.

Primary Labor Account — The account to which an employee is assigned to track hours for
accounting purposes. The labor account also identifies the employee’s department, division,
manager, and home index code.

Primary Sort — The first criteria used for categorizing the results of a genie.

Project Code — A labor level representing a code that tracks County money used for capital
construction or special tasks.

Page E-3




Glossary

Punch — Start time or end time. Most employees and managers do not use punches but enter
durations instead.

QuickFind — A genie that allows a manager to search for a specific employee or group of
employees by entering all or part of an employee’s name or ID number.

Refresh — A function that cancels any unsaved data and updates the workspace with the most
current information from the database. If a change has been made to a timecard and saved,
the refresh function may be used to ensure that the most recent changes are reflected in the
totals.

Remove Approval — Function performed by an employee, manager, or Payroll to cancel the
approval of a timecard so edits may be made.

Reports Launch Button — Shortcut link used to open the Reports application.

Roll-Up Genie — A genie that displays specific employee information or totals information
by labor account.

Save — Function to submit the current timecard information to the database. Additional edits
may be made to the timecard after the initial save has been performed.

Schedule — Represents the number of hours the employee is expected to work on a daily,
weekly, and pay period basis. Schedules are maintained for full-time and part-time
employees to provide the basis for overtime and holiday leave calculations.

Schedule Editor — The primary work area to create and maintain employee’s schedules.

Schedule Group — Used to combine employees who work the same schedule. All employees
assigned to a schedule group work the same shifts and days as defined in the schedule group.

Schedule Launch Button — Shortcut link used to open the Schedule Editor.

Secondary Sort — The second criteria used for categorizing the results of a genie.

Shift — A span of time that an employee is scheduled to work on a given day. For example,
an employee that works five 8 hour days Monday through Friday works eight hour shifts

each day.

Show - Located in the header, the Show field determines which people records appear.
security, proper logoff is essential.
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Manager — An employee who is permitted to perform additional functions within MCtime
such as editing and approving timecards.

Manager View — The timecard functionality/view managers use to perform administrative
functions. The manager view is different from the employee view. The manager view allows
managers to make entries to their own timecards as well as their employee’s timecards.

MCtime — Also known as Montgomery County’s electronic timecard system, an online
software application used by the County that provides scheduling and time tracking
information.

Move — The act of transferring hours to or from an overtime pay code to or from a
compensatory pay code. This function must be performed by a manager or timekeeper.

Navigation Bar — Located on the left side of the MCtime screen, the navigation bar displays
a list of features and links.

Next Pay Period — The pay period for the upcoming two week pay period cycle.

Non-exempt Employee — A person assigned to a position that is eligible for overtime pay
under the Fair Labor Standards Act for all hours worked in a week over forty.

Non-populated Timecard — Used by employees and managers who do not have a schedule
assigned (temporary or part-time employees). All time must be entered manually each day.

Override Shift — Used to change a pay code and cancel the scheduled shift for that day.
Overtime — Time worked beyond the normally scheduled hours.

Paid from Schedule — Full-time employee’s timecards are pre-populated with a full-time
schedule. Only pay period end approval is required if no timecard changes are entered for
schedule deviation within the pay period.

Part-time Employee — An employee or manager assigned to a position that requires
Temporary Employee — In general an employee assigned to a position who is not required
to work on a continuous year round or school year basis. Temporary employees do not have
pre-determined set schedule. Temporary employees must manually enter their hours worked

or leave taken in the timecard each day.

Time Period — Located in the header, the Time Period field determines what timeframe is
displayed in the workspace.
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Timecard — The electronic equivalent of a paper timesheet.

Timecard Launch Button — Shortcut link used to open the timecard for an individual
employee.

Timeout — The result of a period of inactivity where the user will be logged out of the system
and will need to log in again in order to continue using MCtime.

Total Hrs Towards Schedule — The sum of the hours reported in the “Total Reg Hrs
Worked” column and the “Total Leave” column in the Pay Period Close genie. The total
hours reflected in the Total Hrs Toward Schedule column should be compared to the hours in
the Expected PP Hrs column. Generally, these two columns should match if the timecard has
been completed correctly.

Total OT Hrs Paid — Displayed in the Pay Period Close genie, the number of overtime
hours worked during the time period for which the employee will receive paid overtime.

Total Reg Hrs Worked — Displayed in the Pay Period Close genie, the amount of regular
hours the employee has worked during the time period. This number excludes all overtime,
leave and pay differential hours.

User ID and Password — Two unique pieces of identification information needed to log on
to MCtime. This is also referred to as County Network and Password.

Wages — Calculation based on the number of hours worked, pay code multiplier and
employee’s hourly pay rate as shown in the Totals tab.

Work Rule Transfer — Performed when an employee’s pay rule needs to be re-assigned to
calculate hours differently than their default pay rule.

Workspace — The middle portion of the MCtime screen. The contents of the workspace
change based on what part of the application the user is accessing.
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	Topics for Review
	 Access
	o New hires should have access to MCtime prior to the end of their first pay period. Until their MCtime account is established, new hires may use the MCtime Manual Time Tracking Form.
	o You may access the MCtime website by clicking on the link located on the County’s intranet portal. You may also access MCtime via the MCtime website.
	 Navigation/Timeouts
	o MCtime will time out if there is a period of inactivity. The duration of inactivity before timeout is determined by the DTS security team and may change periodically.
	o Logging off MCtime must be done properly by clicking the Log Off link located at the top of the navigation bar. 
	o General help and context specific help is available through the MCtime application by clicking the Help link in the upper right hand corner. Additional information is available through the MCtime website or by contacting the Montgomery County Help Desk at 240-777-2828.
	 Timecard
	o Pay Rules define how employees are paid for overtime and holiday pay and work in conjunction with the employee’s work schedule. MCtime uses pay rules to calculate employee’s hours and assign them to the appropriate pay codes for payroll purposes.
	o Pay Codes hold the hours accumulated by employees throughout the pay period. Some examples are Regular, Sick Leave, Annual Leave, and Personal Days.
	o Labor Levels are categories that define Montgomery County’s cost centers and accounting structure for Payroll purposes. The labor levels are Department, Division, Manager, Index Code/Activity Code, Project Code/Project Code Detail, and Grant Year.
	o Durations are the number of hours worked or leave taken in a day. 
	o Managers and employees have a different timecard display. The manager view is needed for the additional functionality. Employees have a different screen to enter and approve their time.
	 Schedules
	o Schedules are maintained in MCtime and are pre-populated on the timecard for all regular full-time and part-time employees. It’s critical that accurate schedules be maintained since the employee schedule provides a basis for overtime calculations and holiday benefits. Schedules are not maintained in MCtime for temporary full-time or part-time employees.  Temporary employees must enter hours worked daily.
	o A Schedule Change Request form should be submitted to permanently change the employee’s schedule that is displayed on the timecard when necessary.  The form is available on the MCtime website in the Resources section.
	 Managers and Administrators
	o Payroll Sign-Off disables timecards from any new edits. Corrections to timecards that have been signed off by Payroll must be submitted via the Timecard Correction Request form.  The form is available in the Resources section of the MCtime website.
	o Managers and employees may run and print reports that provide basic payroll information.
	o The Pay Period Close genie is the most widely used tool to view employee’s timecards at the end of the pay period. The default time period for the Pay Period Close genie is the previous pay period.
	o Leave requests follow current departmental procedures.  Accrual balances can be viewed in MCtime prior to making leave requests to verify adequate accrual amounts.
	 Approvals
	o Managers and employees approve their own timecards each pay period. Managers must also approve their employee’s timecards prior to the sign-off deadline. 
	o When an employee approves their timecard and then a manager makes a change, an audit trail is stored in MCtime and an email notification is sent to the employee.
	o Timecards cannot be processed by Payroll without a manager’s approval.
	Contract Disclosures
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	Genie Descriptions
	Employee Name
	The name of the employee.
	Manager Name
	The employee’s manager name.
	R/T – Seas
	Indicates whether the employee is a Regular (R) or Temporary (T) employee and whether they are a Seasonal employee (Yes or No).
	FT or PT
	Indicates whether the employee is full-time (F) or part-time (P).
	Total Reg Hours
	The number of regular hours the employee has worked during the time period.  This number excludes all overtime, leave and pay differential hours.
	Total Leave Hours
	The number of leave hours reported on the employee’s timecard for the time period.
	Total Hours toward Schedule
	The sum of the hours reported in the “Total Reg Hours” column and the “Total Leave Hours” column.
	Expected Hrs per Pay Period
	The number of hours the employee is expected to work in a given pay period.  For all regular, full-time employees (excluding Fire and Rescue), the expected pay period hours should be 80.0.  The hours reflected for part-time employees are based upon their full-time equivalency percentage stored in the HRMS/Payroll system, (i.e. 50% of 80 hours = 40.0 hours).
	Total OT Hours
	The number of overtime hours worked during the time period for which the employee will receive either paid overtime or compensatory leave.
	Employee Name
	The name of the employee.
	Department
	The employee’s “home” department name.
	Approved by Employee
	A checkmark displays when the timecard has been approved by the employee.
	Manager Name
	The name of the employee’s manager.
	Approved by Manager
	A “1” indicates that the manager has approved the employee’s timecard.  A “2” indicates that two different managers have reviewed and approved the employee’s timecard.
	Signed Off by Payroll
	A checkmark indicates that the employee’s timecard has been submitted to Payroll and has been signed off for processing.  No further edits are allowed to the timecard by the employee, manager or payroll once the sign off has been applied to the timecard.
	Name
	The name of the employee.
	OT Hrs Paid OT
	The number of overtime hours worked that will be compensated in the form of overtime pay.
	OT Hrs Comp Lv Earned
	The number of overtime hours worked that will be compensated in the form of compensatory leave.  This does not necessarily reflect the number of compensatory leave hours earned since many employees earn compensatory leave at a rate of 1.5 hours for each hour worked.
	Total OT Hrs
	The total number of overtime hours worked. This is the sum of the OT Hrs – Paid OT and the OT Hrs – Comp Lv Earned columns.
	Holiday Premium Pay HP1
	Displays the number of hours worked on a holiday that will be paid as Holiday Premium Pay at 1.5 times the employee’s hourly rate.
	Holiday Premium Pay HP2
	Displays the number of hours worked on a holiday that will be paid as Holiday Premium Pay at twice the employee’s hourly rate.
	 
	 People Attributes
	Employee Name
	The name of the employee.
	Division Section
	The employee’s “home” division and section number.
	R/T – Seas
	Indicates if the employee is a Regular (R) or Temporary (T) employee and whether they are a Seasonal employee.  Seasonal employee status is identified as “Yes” or “No”.
	FT/PT
	Indicates whether the employee is a full-time (F) or part-time (P) employee.
	ML
	Indicates whether an employee is eligible for Multi-lingual Pay Differential at the basic (B) or advanced (A) level for all worked hours.  A blank indicates that the employee is not eligible for Multi-lingual Pay Differential.
	FLSA/Grade
	Displays the employee’s FLSA status for overtime purposes and salary grade.  An “E” indicates that the employee is exempt; an “N” indicated that the employee is non-exempt.  Overtime pay is the default form of overtime payment for non-exempt employees.  Compensatory leave is the default form of overtime payment for exempt employees (MCGEO and unrepresented employees).
	Manager Class Code
	 DT – Department Timekeeper
	Job 2
	 
	 Leave Balances
	Employee Name
	The name of the employee.
	Hire Date
	Displays the employee’s most recent employment date.
	Annual Leave
	Reflects the number of annual leave hours available for usage as of the last payroll run.
	Sick Leave
	Reflects the number of sick leave hours available for usage as of the last payroll run.
	Comp Leave
	Reflects the number of compensatory leave hours available for usage as of the last payroll run.
	PTO
	For Department Directors and MLS employee participating in the Retirement Savings Plan only.  Reflects the number of Paid Time Off hours available for usage as of the last payroll run.
	Personal Days
	Reflects the number of personal leave days available for usage as of the last payroll run.
	Religious Leave
	Reflects the number of religious leave hours available for usage as of the last payroll run.
	 
	 Leave Used
	Employee Name
	The name of the employee.
	Total Admin
	The number of administrative leave hours used during the selected period.  This includes all types of administrative leave.
	Total Sick
	The number of sick leave hours used during the selected period.  These hours also include sick leave hours used as Family Sick Leave.
	Total Annual
	The number of annual leave hours used during the selected period.
	Total PTO
	The number of paid time off hours used during the selected period.
	Total Personal
	The number of personal leave hours used during the selected period.  Personal leave should always be used as whole days.
	Total Comp Leave
	The number of comp leave hours used during the selected period.
	Holiday Leave
	Represents the number of hours the employee was scheduled to work but did not work on a County observed holiday.
	Military Leave
	The number of military leave hours used during the selected period.
	Total Other Leave
	The number of other paid leave hours used during the selected period, i.e. Disability Leave and Religious Leave.
	Total Unpaid Leave
	Total number of unpaid leave hours used by the employee, i.e. Leave without Pay.
	Total Leave
	Total number of paid and unpaid leave hours used by the employee.  Represents the sum of all preceding leave columns in the genie.
	   
	 
	 People Profile
	Employee Name
	The name of the employee.
	Dept-Division-Section
	The employee’s “home” department, division number and section number.
	Manager Name
	The employee’s manager name.
	Manager Position Number
	The employee’s manager position number.
	Job Title
	The employee’s job title.
	Home Index / Activity
	The employee’s home or default index code.  (For Department of Public Works divisions that use activity codes in place of index codes, this field will reflect the employee’s home activity code.)
	Home Project Code
	The employee’s home project code.
	Home Grant Yr
	The employee’s home grant year.
	Transfer Set
	Represents the name of the set of index codes, project codes and grant detail that may be selected.
	   
	 Quickfind
	Employee Name
	The name of the employee.
	ID
	The employee’s MCtime identification number.
	Department
	The employee’s “home” department name.
	Job Title
	The employee’s job title.
	Division-Section
	The employee’s “home” division/section number.
	Index Code
	The employee’s “home” index code number.
	 
	 Schedule Editor
	   
	 Assigned Schedule
	   
	 
	Pay Rule Assignment
	   
	FLSA/Grade
	Displays the employee’s FLSA status for overtime purposes and salary grade.  An “E” indicates that the employee is exempt; an “N” indicated that the employee is non-exempt.  Overtime pay is the default form of overtime payment for non-exempt employees.  Compensatory leave is the default form of overtime payment for exempt employees (MCGEO and unrepresented employees).
	ML
	Indicates whether an employee is eligible for Multi-lingual Pay Differential at the basic (B) or advanced (A) level for all worked hours.  A blank indicates that the employee is not eligible for Multi-lingual Pay Differential.
	Job Title
	The employee’s job title.
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